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l. Overview

The Contributions Reporting Application (CRA) is an automated system that can be used to maintain
retirement contributions, deferred compensation (RSA-1) contributions, service credit, and generate
monthly reports to The Retirement Systems of Alabama (RSA). The complete system includes the CRA
software, a database containing application setup parameters, and a database that stores twelve months of
information. For ERS units, the system is designed to run on fiscal year October through September. For
TRS units, the system is designed to run on fiscal year July through June. As each month is added to the
database during the year, any prior month back to the first month in the fiscal year can be reviewed. All of
these processes are described in more detail in the following sections. Table 1 summarizes abbreviations
used throughout the manual.

Table 1
Abbreviation Description
ERS Employees’ Retirement System
TRS Teachers’ Retirement System
PC Personal Computer
RSA The Retirement Systems of Alabama
RSA-1 Deferred Compensation
CRA Contributions Reporting Application
SSN Social Security Number

Note: Many of the figures used in this document were taken from the ERS portion of the program.
Therefore, those who belong to TRS or the RSA-1 Only groups will have some screens and message boxes
that vary somewhat from those shown. Those differences will be discussed throughout the manual.

II. New for Version 2.0

This section attempts to briefly describe some of the major changes for Version 2.0. This is not
meant to be taken as a complete list of all changes. For detailed information you must read the appropriate
section of the manual. Section references are given in the following paragraphs to point you to more
detailed information and the Table of Contents and Index can be used to find information on changes not
mentioned here.

The most obvious change for Version 2.0 is the name of the application. Instead of SCA or Section
12 Contributions Application the software will now be known as CRA or Contributions Reporting
Application. This is because the same software will now be used by ERS, TRS, and RSA-1 Only units.
Since these groups do have different requirements, a field was added to the Setup window (Section V) that
allows you to specify which system your unit belongs to. This choice will affect the windows, menus,
reports, and the fiscal year stored in your database.

Also new to Version 2.0 is the addition of classification codes. Classification codes were added to
accommodate ACT #2000-669 that grants hazardous duty time for service rendered as a firefighter, a law
enforcement officer, or a correctional officer (see Addendum B). Only ERS and TRS units use these
classification codes. In version 1.0 there was a single employer cost factor that applied to every employee.
With the addition of classification codes the employer cost factor became more complicated. There are
now different cost factors associated with each classification code. Changes to the classification codes as
well as the employer cost factors are done on the Employer Cost Factors form (Section VIIL.A.iii.a).

Another major change that required changes to be made to the program is the addition of a new
option for RSA-1 Members effective in January of 2001. The RSA-1 members will now have an option to
contribute to either a stock or fixed income (bonds) investment as described in Addendum C. Accordingly,
a field has been added to the Deferral table to allow for this change. The Type column will be used to
indicate what type of deferral is being made. The options for this field can be seen by viewing the Edit /
View Fund Types form. To save a deferral record all of the columns in the Deferral table must be filled in,



including the Type column. All of the reports that give a RSA-1 Total will give an overall total as well as a
total for each of the deferral types.

The addition of classification codes and the expansion of the employer cost factor have changed the
Tally Remittance form as well as the Remittance reports that are printed and sent to RSA. When you view
the Tally Remittance form in Version 2.0, you are looking at the totals for a single cost factor rather than a
complete total. The program will determine how many different cost factors you have entered and then list
these different factors in the cost factor combo box in the top right corner of the Tally Remittance form.
The cost factor selected in the combo box is the cost factor whose information will be seen in the Tally
Remittance window. To select a different cost factor you simply choose another option from the combo
box and press the Enter key. When you print the Remittance reports for all Factors (Section X.A.iii), you
will have a page printed with the totals for each cost factor, then the RSA-1 totals page, and finally the
Total Remittance page that shows the total for all employees for that reporting period. For more
information on the Tally Remittance form see Section X.

Another major change for the new software is that the program no longer sets the location of files.
Your database can be located wherever you wish to put it. To allow this, a new field has been added on the
Setup form (Section V) that allows you to enter the location of your database. This information will then
be saved to the setup database.

The CONTCARD file has been split into two separate files: one that contains the retirement
contribution information and one that contains the RSA-1 deferral information. Instead of using the file
name, the program now uses the file extension to identify the files. Files that end with “.ret” contain the
retirement contribution information and files that end in “.rsa” contain the deferral information. The file
names should not be changed from the default however. The names contain information that helps identify
the retirement system membership, the unit, and the reporting month.

The way records are saved has also undergone a major change. Instead of using the Enter key to
move between fields and save records, you must now use the Tab key to move between fields and the Save
Record button to save the changes you have made. For more information on navigating between the fields
and for information on short cut keys see Section VIIL.D.

lll. Installing the Contributions Reporting Application

A. Using the Database Diskette and CRA CD

When you receive the database diskette and Contributions Reporting Application CD from
RSA, you will first need to save your database on your computer. To do this, insert the diskette
containing the database into the proper drive. On the desktop, double click the My Computer icon.
When the window opens, double click the drive where you inserted the database diskette. This
will open a window that contains the database for your particular unit. You will need to right
click the database icon and choose Copy from the pop up menu. Another way to copy the
database is to select the database icon, click on the Edit menu, and choose the Copy option. Next,
you will need to choose a location for your database. This can be done by double clicking either
the My Computer or Windows Explorer icon. The database can be saved to any location, but
make sure you remember the location because you will need it during CRA setup application.
Once you have chosen a location for the database, click in the proper window and right click to
view the pop up menu. Choose the Paste option to place the database in that location. Again, you
could also do this by clicking in the proper window, clicking on the Edit menu, and choosing the
Paste option.

Note: If you will be reporting for more than one unit, you may have several databases on one
diskette or more than one diskette. Follow the above steps for each database.



After the database has been saved to your computer, insert the CD into the proper drive.
Once again, double click the My Computer icon. When the window opens, double click the drive
where you inserted the application CD. A window will open that contains all the items needed for
the application to be loaded. To begin CRA setup application, double click the setup.exe icon.

B. Loading the CRA Setup Application

As the CRA setup application prepares to load the CRA software to your computer, you will
notice a window titled Install that informs you that the CRA setup application is copying files in
order to begin setup (Figure 1). It shows you what files are being processed, as well as the
number of files that will be processed (ex. 1 of 20).

Figure 1

Copying Files, please stand by
Frocessing WBESTRIT.DLL {1 of 20}

If the CRA setup application finds that your computer has some files out of date, a message
like Figure 2 will be displayed. To update the files, click the OK button. Otherwise, click the
Cancel button to exit the CRA setup application without updating the system files.

Figure 2

Setup Ed |

Setup cannot continue because zome spetem files are out of date on pour spstem, Click,
0Ok if you would like setup to update these files for you now. ou will need to restart
“Windows befare you can run setup again. Click cancel to exit setup without updating
zuztem files.

Cancel |

If the OK button is pushed, another message is displayed to see if you would like to
restart Windows, which is required to update the system files. By clicking the Yes button, your
computer will be restarted. You will then need to double click the setup.exe icon to begin the
CRA setup application again. If, after Windows has been restarted, the Install window shows that
more than fifteen files are being copied, please press the Cancel button and call 1-800-214-2158
extension 154. If you choose to click the No button, you will exit the CRA setup application.
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Figure 3
Setup |

Do wou want ta restart Windows now? [F you chooze ‘Mo, wou will not be able ko wn
zetup again until after the systerm is reboated at a later time.

C. The Contributions Reporting Application Setup

When the CRA setup application begins, a message is displayed (Figure 4) to remind you to
close any applications you have running before continuing. If there are no applications other than
the CRA setup application running, click the OK button. Otherwise, click the Exit Setup button to

exit.

Figure 4

.E Contributions Reporting Application S etup

Welcome to the Contributions Reporting Application installation
program,

Setup cannat inskall system files or update shared Files iF they are in use,
Before proceeding, we recommend that wou close any applications wau may
be running.

Exit Setup

If you have chosen to continue the installation process, you will be allowed to choose the
directory where you wish the application to be saved. The default will be displayed and it is
suggested that you do not change the default directory. If you do wish to change the default
directory, click on the Change Directory button shown in Figure 5.
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Figure 5

?, Contributionz Reporting Application 5etup

Begin the installation by clicking the button below.

Click this button ta install Conkributions Reporting Application software ko the
specified destination directory,

Directary:
’7C:'I,F'rcugram Files\Contributions Reporting Software!, Change Direckorsy

Exit Setup

The Change Directory form will be shown and you will be able to choose a new path by
either typing in the Path text box or choosing the destination directory in the Directories and/or
Drives list boxes (Figure 6). Click on the OK button to accept the destination directory choice or
click on the Cancel button to return to the previous window.

Figure 6

#J Change Directory

Enter ar seleck a destination directary,

ankributions Reparting Sofbware

Directories:

A oK

£9Program Files

& Contributions Reporting Software

Cancel

Drives:

(= Iy j

After a decision has been made about the destination directory of the application, click
the button (with a picture of a computer) at the top left of the window to begin the installation of
the application. As shown in Figure 7, you will be asked to choose a Program Group for the
application. You can choose to use the default program group “Contributions Reporting”, choose
a new Program Group by typing in the Program Group text box, or choose an existing group by
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selecting from the Existing Groups list box. After making your selection, simply click on the
Continue button to finish the installation or the Cancel button to exit.

Figure 7

.?, Contributionz Reporting Application - Choose Program .. |

Setup will add ikems to the group shown in the Program Group bo,
You can enter a new group name or select one Fram the Exisking

Groups list,

Program Group:

_onkributions Reparking

Existing Groups:

3Com Utilities -
Accessories

Conkributions Reporting

Dell Accessories

Floppy Disk Adaptor For Memory Stick,
Microsaft Developer Metwiark,

Microsoft Reference

Microsaft Yisual Skudio 6.0

Microsoft Yeb Publishing

Modern Age Books LI

Conkinue I Zancel |

Once you have clicked the Continue button, the CRA setup application will begin
working in the background to make sure all the necessary components are installed. A box will be
displayed to show you the progress of the CRA setup application. If you decide not to continue
with the installation, click the Cancel button and you will exit. After the CRA setup application is
finished, a message will be displayed to notify you the installation was successful (Figure 8).
Simply click the OK button and you will be able to begin the application.

Figure 8

Contributionz Reporting Application Setup

Contrbutions Reporting Application Setup was completed succezsfully.

D. Exiting the CRA Setup Application

Through out the CRA setup application, you will be able to exit or cancel the process by
clicking on either the Exit Setup or Cancel button at the bottom of the various screens. By doing
so, the message shown in Figure 9 will be displayed.
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Figure 9

Contributionsz Reporting Application Setup

@ AJe you sure you want b Exit?

If you do not wish to exit the CRA setup Application, click the No button and you will be
returned to the previous screen. By clicking the Yes button, you will continue to exit and a
message is displayed informing you that the software was not fully installed, as in Figure 10.
You will need to click the OK button to continue. Another message (Figure 11) is displayed to
notify you that the removal of the CRA setup application is about to begin. Once again, click the
OK button to continue.

Figure 10

Contributions Reporting Application Setup

Q Contributions Reparting Application Setup was interrupted befare paur new saftware was fully ingtalled.

r'ou zan un Contributionz Reporting Application Setup in itz entirety at a later time to complete the installation.

Figure 11

Contributions Reporting Application Setup |

@ Setup will now ztart the application remaal wtility bo remove temparany installation files.

A progress bar will appear to show you how much of the removal process has taken
place and how much longer the process will take place. When the removal process completes, the
progress bar will be removed and a message will be displayed, as in Figure 12. At this point, the
CRA setup application has been completely removed from your computer. In order to install the
CRA software, you will need to begin again as noted in Section A above.
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Figure 12

Application Removal

Frogram inztallation removed

IV. Starting the Contributions Reporting Application

To use the CRA application you must install the software on a computer running Windows 95 or later.
When CRA is started the first time, setup parameters must be completed to use the application. These are
discussed in detail in Section V.

1. Click on the Start button on the taskbar and the Start Menu is displayed. Figure 13 is a sample
Windows 95 taskbar showing the Start button.

2. Select the Programs menu option by moving the mouse pointer over the word Programs and a list of
available programs is displayed.

Figure 13
Start Button Active Application System Tray ‘
A Starll B Microsaft Word - Docl.doc | ‘3 Retiremnent Cartributiors - . | ‘%(ﬂiﬁ m ('I')H 259 P

3. Locate the program name Contributions Reporting in the list, then click on CRA to start the
application. The application should begin to run.

Note: When the program was installed you were given a choice of where to place the application in the
program menu. If you changed the path from the default Contributions Reporting then you will have to
substitute this folder name into the instructions in Step 3.

V. Contributions Setup Form

The first time CRA is started, the setup window as shown in Figure 14 will be displayed. This
screen will also be displayed when you select either of the Add Unit functions (Section VII.C and Section
VIII.A.v.b) or when you select one of the change options under the Setup menu on the Contributions
Reporting form. With the exception of the Password Security section, this window is used to enter
information unique to each unit. There are six items to complete: the location of the database, unit code,
retirement system membership, unit name, first payroll month, and security information.
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Figure 14

@ Contributionz Reporting [5 etup]

The Retirement Systems of Alabama [R5A]
135 South Union Street
Montgomery. Alabama 36104-0001

Telephone: 1-800-214-2158

Flease enterthe location of the Cantribution Database for this Linit:

@_HE:HS ec]2chdwa_matr.mdb Browse |

Flease enterthe unit code assigned by RSA (3 letters)[aws €

Flease identify wour retirement system membership: IEHS v'I

Flease enter the name of wour unit (Maximurm of 60 characters):

.ﬁ.n_l,ltl:uwn ' ater Authority

Flease selectthe first payroll month to be entered: INnvember vI

YWiould you like password security to be active with this program?

@—VF YES [Activate Security) & NO (De-activate Security)
Flease enter a password (Maximurm of 10 positions): |
Flease werity password (Re-enter abowve password): |

k. | Clear | Cancel |

® 6 ©

!
@

A. Setup Fields

i. Location of Database

This is the first field at the top of the Setup form (Figure 14-A). You cannot type
directly into this field. You must use the Browse button as described in Section B.i. The
information entered into this field will be the location you placed the database that will
hold all of the contribution information for the given unit.

ii. Unit Code

A Unit Code is assigned to each unit by RSA. It may be entered in uppercase or
lowercase, but CRA will automatically convert it to uppercase when it is displayed or
printed. It also appears in the Contributions Reporting window along with the unit name.
In addition, the unit code is written to the data files sent to RSA and printed on reports.
Therefore, it is very important to re-check the unit code before completing setup! If the
database sent to you has been preloaded by RSA, then it should have a unit code already
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saved in it. If the unit code you enter does not match the one in the database, you will
not be allowed to proceed with setup until the unit code is changed to the one in the
database. If the unit codes do not match, a message box like the one in Figure 15 will
appear. You have the choice of changing the unit code you entered to the one in the
database by clicking OK or, canceling and choosing another database in the Location of
Database field by clicking Cancel.

Figure 15
Contributionz Reporting Software |
The databaze you entered indicates that its records
are for Unit Code AW,

rou tried to enter WA as the unit code.

f'ou have either zelected the wrong database or entered the
wrang Lnit Code. To go back and choose another databaze
click Cancel. To change the Unit Code to fiads,

and continue saving the setup information click OF.

Cancel |

iii. Retirement System Membership

Retirement System Membership indicates the type of contributions you are
reporting for that unit. The four choices are ERS, TRS, RSA-1 Only (ERS), and RSA-1
Only (TRS). If you are reporting both retirement contributions and RSA-1 deferrals for
the Employees’ Retirement System then you should choose ERS. If you are reporting
both retirement contributions and RSA-1 deferrals for the Teachers’ Retirement System
then you should choose TRS. If the unit only participates in the RSA-1 deferral fund and
does not contribute to the retirement fund then you should choose one of the RSA-1 Only
choices. Which you choose will depend on which system your unit is associated with.
This field determines which fiscal year the CRA software will run on and it is reported
with each record sent to RSA, so it is important that you double check this field before
proceeding.

iv. Unit Name

Unit Name is the name of the unit. It can be a maximum of 60 characters in length.
The unit name is for identification only and is displayed near the top of the Contributions
Reporting window when CRA is running. It is also printed on the reports and displayed
next to the unit code on the Multi-Unit Manager Form. The unit name is not reported
with each record sent to RSA. Unit Name is the only setup field that can be changed
without a password if the password security option is enabled.

v. First Payroll Month

The first payroll month is the first month you wish to use the CRA software for
contribution reporting. CRA automatically displays the current calendar month in the
Setup window, but any month can be selected. Simply click the down arrow to the right
of the month combo box as shown in Figure 14-G above, and a drop-down list is
displayed. Then move the mouse pointer to the desired month and click. The month
selected will be the first month in the database for which you will enter contribution
information. The first payroll month should be the month following immediately after
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the last contribution information sent to RSA. For example, if July contributions were
the last sent to RSA, the first payroll month selected in CRA should be August. The
selected month will also be displayed in the Contributions Reporting window as part of
the title “Contributions Report for the Month Ending (Current payroll ending date)”.

Note: Any month selected other than the current month is assumed to be a prior month.
For example, months January through December are displayed in the drop-down list. If
the current month were September 2000, selecting October as the first payroll month
would cause CRA to display October 31, 1999, in the title. Selecting August as the first
payroll month with September 2000 as the current month would cause CRA to display
August 31, 2000, in the title. In both cases, the months shown in the title are prior to
September 2000. This occurs because contribution information can not be entered for a
future month, only the current month or a past month.

vi. Password Security

The Password Security section allows you to indicate whether or not you want the
software to be password protected and, if so, what you wish the password to be. The
Setup window automatically defaults to “NO (De-activate Security)”. However,
password security may be activated by simply clicking on the option button to the left of
“YES (Activate Security)” as shown in Figure 14-G. If YES is chosen, the NO option
will be de-selected and the password prompts below the password options are enabled
(darkened). This indicates a password can now be entered into the password fields. The
same password should be entered in both fields and it may be in uppercase or lowercase.
CRA ignores the case when a password is validated. A maximum of 10 characters may
be entered including spaces between characters. As each letter of the password is typed,
the letter is replaced by an asterisk (*) for further security. Since the database in the
CRA system contains information generally considered confidential, security is provided
(as an option) to limit access to those individuals responsible for the system.

Note: If you are using the software to report for multiple units, the password security
section will apply to all units, not just the unit on the Setup screen.

B. Buttons

i. Browse

Clicking Browse will pull up a window similar to the one shown in Figure 16.
You may select a file on this screen and click Open to enter your file path. Pressing
Cancel will cause the previous database location entry to remain.

Figure 16
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Backup [ the [ windaws
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Files of type:  [£ccess Database [ mdb) =] et |

ii. OK

The OK button (Figure 14-I) should be clicked after all the setup information has
been entered and reviewed for accuracy. When this button is clicked, the responses are
saved by CRA.

iii. Clear

The Clear button (Figure 14-J) can be clicked to clear all information entered in
the Setup window. This allows information to be re-entered for all the fields. Combo
box fields will not be cleared. These fields cannot be typed in and a selection is required.
The first payroll month combo box (Figure 14-G) will be set back to the current month
when Clear is pressed. Retirement System Membership will not be affected.

iv. Cancel

The Cancel button (Figure 14-K) closes the Setup window and terminates CRA.
When the Cancel button is clicked, a message will be displayed as shown in Figure 17
below. Click OK in the message window to clear the message. The Setup window will
be displayed again the next time CRA is started. Once the setup information is
completed and the OK button clicked, the Setup window will not be displayed again at
CRA start-up. The setup information can be changed later by selecting options from the
Setup menu in the Contributions Reporting window. This will be discussed in Section
VII.A.v.a. You will also see the Setup Screen every time you add a new unit. The Add
New Unit function allows you to manage multiple units and will be discussed further in
Section VII.C.

Figure 17
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VI. Password Security

HRetirement Contributions [Setup] |

Retirement Contributions zetup has been canceled.
[t may be completed when the application iz min again.

é- Contr. Reporting Paszsword

Pleaze enter pazsword: ||

k. | Cancel |

Password security may be active or inactive, depending upon the option selected through the Setup
window described in Section V.A.vi. When password security is active, the password prompt shown in
Figure 18 will be displayed each time CRA is started. The password must be entered and the OK button
clicked to complete loading CRA. If the Cancel button is clicked, CRA will be terminated and the
password prompt cleared. It is important to note the password prompt will NOT be displayed during the
initial CRA setup when “YES (Activate Security)” is chosen. However, it will be displayed at all other
times CRA is started as long as password security is active. If password security is not active, the
password prompt is not displayed. Password security may be changed at any time after the initial setup
process. This is accomplished by using the Setup menu described in detail in Section VIILA.v.a.
Remember, if you are reporting for multiple units the password will be the same for all units.

VII. Multi-Unit Manager Form

The Multi-Unit manager form makes it possible for one copy of the software to manage contribution
information for multiple units. If you have setup more than one unit, this form will automatically be
displayed when you run the application. If you are only reporting information for one unit then this form
will not be displayed. Instead you will be taken straight to the Contributions Reporting form.

Note: For information on adding units see Section VII.C or Section VIILA.v.b.

A. OK

When you click OK, the Contributions Reporting form will be opened for the code in the
selected row in the unit table. The selected row will have the arrow beside it as shown in Figure
19 and it will also be listed under the Selected Unit label. Active Unit refers to the last Unit that
you had opened.
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Figure 19

= Betirement Contributions [Multi-Unit Manager)

Active Unit:
AR

Selected Unit:
AR

Pleaze zelect a unit for processing:

| |Code  [MWame

Lm Arubowr S aker Authority
Swit [ Small Town 'water uthaority

k. Cancel Add Lnit Delete Unit

B. Cancel

If you click Cancel, the application will exit.

C. Add Unit

Add Unit will take you to the Setup screen and allow you to enter information for a new unit.
The Setup window is discussed in Section V.

D. Delete Unit

Delete Unit will delete the selected unit and all of its setup information. Pressing Delete
Unit will not delete the database associated with this unit. You will not be able to access the
deleted database through the CRA software anymore however, unless you add it back. Again, the
selected row will be the one with the arrow beside it as show in Figure 19 and the one listed
under the Selected Unit label.

VIIl. Contributions Reporting Form

The Contributions Reporting form is the main input form for the CRA software. It allows you to add
employees, add jobs, delete jobs, input contribution information, and perform any other maintenance on
contribution information. This form also allows you access to all of the other functions available in the
application such as printing reports, changing factor information, changing setup information, etc. The
menus, buttons, information fields, form navigation, and database initialization will be discussed in the
following sections.
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A. Menus

CRA has five main menus: File, Display, Maintenance, Records, and Setup. They are located
in the upper-left corner of the Retirement Contributions window as shown in Figure 20-A. Each

Figure 20

@_» BACertibuiions Reporting = ERS—Anutown Water Authority [AWA) M= E3 |

File [Dizplay Maintenance Records  Setup

Contributions Report for the Month Ending December 31, 2000

Personal Information

S5M: First Mame: kiddle Mame: Lazt Mame: Suaffis:
[BEEEERED  |chad | Jsdd |
— o —]
Elassificatinn:lm - Regular State Employes | Change | Add I Delete I [idelete )‘
Contribution Information I - niformation
Departrment Code: I‘I‘I— Type | Amount Month |*ear

Division Code |3333
M ovember Contribution: |$34.EIEI

December Contribution: |$E|_E|E| e —
Matabase I Elusem\l\

Clear December I S ave Record I

Copy Movember I Add Mew Perzon I

TableView | Locate 55N |
Fiecord Status: I EIIE Remittance I IEHM(

Full-time 5 ervice

4

.
T

Partial Service

N

S5M| Firgt Mame Middle Lazt Mame Suffis | Status| Separation Date -
| b |111111111 | Chad Add 1]
|| 2222222052 | Lane Change 1] =
| |333333333| Pete Celete D 200017120
@ || 4a4a4444 | Summer Digplay ]
| [955555555| Suzan Example ]
_[EEEEEEEEE Joey Factors ilj
| | 3

menu can be selected by simply moving the mouse pointer over the desired menu name and
clicking the mouse button. Another method is to use shortcut keys. Looking at the menu names
in Figure 20-A, notice the underlined letters “F”, “D”, “M”, “R”, and “S” in menus File, Display,
Maintenance, Records, and Setup, respectively. These are referred to as shortcuts for selecting the
menus. By holding down the Alt key and pressing the underlined letter for the desired menu, the
menu will be selected just as if it had been clicked with the mouse button.

The File, Display, Maintenance, Records, and Setup menus have options that are displayed
once the menu names are selected. The Display menu opens the Display Form, which allows
specific actions to be performed. All of these menus are discussed in detail in the following
sections.

Note: If you do not see the lines under the letters “F”, “D”, “M”, “R”, and “S” and you are
running Windows 2000, press the Alt key and they should appear.
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File Menu

The File menu has ten available options:

a. Open Database f. Print RSA-1 Detail

b. Close Database g. Print Totals

c. Create New Database h. Print Employee Y-T-D
d. Load Data File i. Printall Y-T-D

e. Print Retirement Detail j- Exit

Any of the options can be selected by moving the mouse pointer over the option

and clicking the mouse button. Again, just as the menus have shortcut keys for selecting
them, so do each of the options listed under the File and Setup menus. However, options
are selected in a slightly different manner than menus. Rather than holding down the Alt
key and pressing the shortcut letter, only the shortcut letter for the option should be
pressed. In other words, the Alt key is not needed after the menu is selected and the
options are displayed.

a. Open Database

The Open Database option may cause several events to occur in the
Contributions Reporting window. If the database is found in this directory, the
database is opened and prepared for update. On the other hand, if the database
has been moved or deleted from this directory, the File window from Figure 16
is displayed. This indicates CRA could not find the database you entered on the
Setup screen and is prompting for its location. This should only occur if the
database that stores the contribution information is moved or renamed after the
setup information is completed. If this occurs just find the new location of the
database on the Select a Database window and click Open. The new path will
be saved at this point so that you do not have to find the database every time
you run the application.

A second event may occur while the database is opening. If the last
completed payroll month is the last month in the fiscal year of the associated
retirement system and the database is opened to enter information for the first
month in the new fiscal year, the database will be initialized for the new fiscal
year. For example, if the retirement membership is ERS and the last completed
payroll month is September and the application is opened to enter October
information the database will be initialized since October is the first month of
ERS’s fiscal year. Several actions occur which dramatically change the
database contents. As a result, database initialization is addressed separately in
Section VIILE.

A third event may occur after the database is open. If the database does not
contain any records, the message as shown in Figure 21 will be displayed.
Click the OK button to clear the message. If the database already contains
records, the message will not be displayed.
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Figure 21

Add New Records Command |
@ The database does not contain any reconds.

Recordz can be added to the databaze by entening
them manually ar by loading them from a DOS text fle.
[f wou would like to enter the recordz manually, pleaze
click the 0K button below and begin keying the
information. 1F you would like to load the records

from a DOS test file, pleaze click the "OK" button
below, choose the "Load Data File" option under the
"File" menu and follow the instructions. Click the
"0K" button and ther the “Exit" buttan to exik with-
out any further action.

The application will automatically click the Add New Person button for you
after you click the OK button in Figure 21. To indicate this you will see an
additional message box like the one in Figure 22.

Figure 22
Add Hew Records Command |

@ Recordz can be added ta the databaze.

Once the database is completely loaded, the form will look like the form
shown in Figure 23 (this is an ERS window — the fields will be different for
TRS or RSA-1 Only). Remember this is only what it will look like if there are
no records in the database. Notice that the fields in the Personnel Information
section are now enabled (meaning you can enter information in them) and a
table has appeared at the bottom of this form. This table will display all of the
employees in the database and allow you to navigate between them. This table
will be discussed further in Section VIIL.D.iii.
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Figure 23

Etuntlihutiuns Reporting - ERS - Anytown Water Authority [AWA] M= E3 |

File [Digplay Maintenance HBecords Setup

Contributions Report for the Month Ending November 30, 2000

Personal Information

S5H: First Hame: biddle Mame: Last Hame: S uffis:
Elassificatinn:l j Chanme | 1 add | D mEEEn | hndeEE ]
Contribution Information A5A-1 Defemral Information
Departrment Code: I Type | Amount Month |*ear

Divizion Code I
October Contribution: I
M ovember Contribution: I

Full-time 5 ervice: I— pemn Watabase I Cloge Database I
Partial Service: I— Clear Maovernber I Save Record I
Copy October I Add Mew Perzon I
TableView | Locate 55N |

Record Status: I T ally Remittance I E it I

S5M| Firgt Mame Middle Lazt Mame Suffis | Status| Separation Date -

Comparing the buttons on the right of Figure 23 with those at the right of
Figure 24, notice the change in the highlighting of button names. With the
exception of the Exit button, which remains unchanged, highlighting is exactly
reversed. This occurs for the following reason. Actions performed by all
buttons other than Open Database can only occur when the database is open.
Therefore, they are disabled (not highlighted and can not be clicked) until it is
open. Similarly, the Open Database button is disabled after the database is
opened to prevent attempts to open it more than once. The Exit button remains
enabled (highlighted) to allow CRA to be exited at any time, whether the
database is opened or closed.

Notice also the menu options under the File menu before the database is
opened. Again with the exception of the Exit option, all other highlighting is
reversed after the database is open. In other words, menu options are enabled
and disabled depending on the status of the database in the same manner buttons
are affected. It is also important to note at this point that menu options and
buttons labeled the same perform identical functions. For example, the Open
Database, Close Database, and Exit menu options do the same thing as the Open
Database, Close Database, and Exit buttons. This duplication is usually limited

25



to basic application functions and simply provides alternative methods for
accomplishing the same tasks.

b. Close Database

The Close Database option basically closes the database and returns the
Contributions Reporting window to its original state as shown in Figure 24. It
reverses the enabled and disabled menu options and buttons that are set when
the database is opened.

Figure 24

E[:untlihutiuns Reporting - ERS - Anytown Water Authority [AWA] [ [ =] |

File Digplay Maintenance Hecordz  Setup

Contributions Report for the Month Ending November 30, 2000

Personal Information

S5M: Firzt Marne: Middle Hame: Last Marme: SuifFin:
Elassificatinn:l j Change |  Add | Delete | Lndeleie |
Contribution Information ASA-1 Deferral Information
Departrment Code: I Tepe | Amount Month | vear

Divizion Code I
Octaber Cantrbution: I
Mavember Contribution: I

Fulltime 5 ervice: I— Open Database I [5lze Matabiase I
Partial 5 ervice: I— (Elearn Havermter I Savelesard I
[Eapletater I Sdd v Bersan I
Tenevienn| e EE|

Record Status: I &l Hemittatce I E =it I

c. Create New Database

The Create New Database function allows you to create a new empty
database with the same structure as the database you selected on the setup menu.
The function copies the database you are currently using and then deletes all of
the records. You will be prompted for a unit code for the new database. This
unit code will be placed in the new database and used to name it. The name of
the new database will be the unit code you enter followed by “ mstr.mdb”. It

will be located in the same path as the database it is copied from. The file name
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and path are given when you run the procedure. After you have run this option
you can select this database on the setup screen.

d. Load Data File

The Load Data File option will probably be used no more than once, and
maybe not at all. It provides a way to load records to the database from data
files. Records can only be added using this option when the database is empty.
If the database already contains records, CRA will not allow the actions
performed by this option to be executed. The Load Data File option is available
for two reasons. First, if the database is not pre-loaded at RSA, this option will
allow the database to be loaded on-site. Second, if the database becomes
corrupted after the CRA system has been in use, a clean database structure
(empty database) can first be re-created, then re-loaded using Load Data File.

When the Load Data File option is selected, instructions for completing
each step of the process are displayed. A file window like the one shown in
Figure 16 is also displayed for locating the data file to load into the database.
The instructions displayed on the screen should be followed carefully to
successfully complete this process.

Note: When the “*.rsa” file is created and sent to RSA, deferral records with
the same deferral date and type from different jobs for the same employee get
summed together to form one record even if the person has multiple jobs and
each job has a deferral associated with it. This means when the Load Data File
command is used if a person has multiple jobs, the deferrals will all get lumped
into one of the jobs instead of being split back out again.

e. Print Retirement Detail

The Print Detail Report option produces a printed report titled “Retirement
Contributions Report for the Month Ending [Current Contribution Month]”,
where the current contribution month is the month displayed in the
Contributions Reporting window. All records contained in the database are
printed whether added, changed, deleted, or unchanged. The printed report, for
the most part, duplicates information displayed in the Contribution Information
section and the Personal Information section. However, the Record Status
column on the printed report provides additional information that is accessible
in the window but not immediately visible. The date deleted employees were
put in deleted status is included on the printed report if the date is not the same
as the current report date. If the record was deleted during the current report
month, then “Deleted” is shown instead of the date. Delete dates can also be
displayed in the Contributions Reporting window by double-clicking the grid on
the left-hand side and within the rows containing the “D” record status codes.
The delete date for any particular record will be displayed in a message box
along with the employee’s name and SSN. A sample report is shown in
Appendix A.

f. Print RSA-1 Detail

The Print RSA-1 Detail option produces a printed report titled “RSA-1
Contributions Report for the Month Ending [Current Contribution Month]”,
where the current contribution month is the month displayed on the
Contributions Reporting form. This report shows all of the deferral information
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entered for the current report month. Records that have been deleted are not
listed on this report. A sample report is shown in Appendix B.

g. Print Totals

The Print Totals menu has several options. These options differ between
ERS and TRS units. For ERS, the choices are Division/Department, Division,
Department/Division, Department, and Unit. Which option you choose
determines which totals you will see. If you picked Division/Department, for
example, all of the records would be grouped first by Division, then by
Department and summed accordingly. If you picked Division, on the other
hand, all of the records would be grouped by Division and the Department field
would be completely ignored. Choosing Unit gives you a total sum for all of the
records in the database that apply to the current report month.

For TRS the choices are School and Unit. If you choose School, then all
of the records will be grouped by school code. If you choose Unit, you will be
given a total sum for all of the records in your unit database for the current
report month.

The choices for ERS and TRS are the same for RSA-1 Only (ERS) units
and RSA-1 Only (TRS) units. These reports are not available however unless
the division and department or school codes are enabled on the display form.
This is because this information is not reported to RSA in the monthly files.
Therefore if the unit wishes to enter this information it is strictly for their own
use. To get a total sum these units can use the Print Remittance for All Factors

button on the Tally Remittance Form. A sample report is shown in Appendix
C.

h. Print Employee Y-T-D

The Print Employee Y-T-D option produces a printed report titled “Year-
To-Date Contributions Report for the Month Ending [Current Contribution
Month]”, where the current contribution month is the month displayed in the
Contributions Reporting window. The report is generated for a single
employee, and the employee’s name and SSN, along with the division,
department (or school), and classification codes (if applicable), are included as
part of the header information. The first step in the process is to locate the
specific employee’s record in the database. When the Print Employee Y-T-D
option is selected, the initial actions performed are the same as those that occur
when the Locate SSN button (see Section VIIL.B.ii.h) is clicked. After the
appropriate record is located in the database, all available information is printed
for the employee from the first month of the current fiscal year through the
current contribution month. In addition, the employee’s total ERS and RSA-1
contributions are reported. A sample report is shown in Appendix D.

i. PrintUnitY-T-D

The Print Unit Y-T-D option also produces a printed report titled “Year-To-
Date Contributions Report for the Month Ending [Current Contributions
Month]”, where the current contribution month is the month displayed in the
Contributions Reporting window. However, the report is only a summary of the
entire unit and the description “*** All Employees ***” is included as part of
the header information. The ERS and RSA-1 contributions for all employees
are summed and printed for each month from the first month of the current
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fiscal year through the current contribution month. In addition, the status codes
for all ERS and TRS units’ employees are summed and printed on the report
under the categories “Blank”, “Added”, “Changed”, “Deleted” and “Total
Active” for ERS and TRS. For RSA-1 Only units the status codes include
“Blank”, “Added”, “Deleted”, and “Total Active”. A sample report is shown in
Appendix E.

j- Printall Y-T-D

The Print All Y-T-D option is simply a combination of the Employee and
Unit Y-T-D reports. However, it prints the Employee Year-to-Date Report
shown in Appendix D for all employees in the database rather than a single
employee. The Unit Year-to-Date summary (shown in Appendix E) is printed
as the last page of the report.

Note: As stated above, this report prints the Employee Y-T-D Report for each
employee in the database. This can cause this report to get very long. For
example, if you have 100 employees in the database this report will be at least
101 pages.

k. Exit

The Exit option basically does as its name suggests, it exits the application.
The proper method to exit CRA is to close the database first, then choose Exit.
However, if the database is open when the Exit option is selected, the database
will automatically be closed before CRA is terminated.

ii. Display Menu

Clicking the Display menu will open the Display window. This window allows you
to decide which fields you want to see, which fields you want to update, and which
month you wish to view. The Display window and all of its features are discussed in
detail in Section IX.

iii. Maintenance

The Maintenance menu has five available options (all five are only available to ERS
units):

a. Employer Cost Factors

b. Cost of Living Payments

c. RSA-1 Fund Types

d. Units Contracted

e. Pay Periods

RSA-1 Only units will only see the RSA-1 Fund Types option. All of the other
options apply to retirement contribution information and are not used by RSA-1 only
units. The first two items in the Maintenance menu are available only when a database is
open. This is because “a” and “b” affect only the unit you are currently working with
(the name of the current unit will be displayed in the title bar). All of the other choices,
however, apply to all units using that copy of the software. For instructions on how to
use any of these forms, see Section XII.

a. Change Employer Cost Factors
Applies to ERS and TRS only.
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Selecting Employer Cost Factors will open the Employer Cost Factors
window. This window allows you to change the cost factors associated with
each classification code. It also allows you to add and delete classification
codes. This window and its functions are discussed further in Section XII.

b. Change Cost of Living Payments
Applies to ERS and TRS only.

Selecting Cost of Living Payments will open the COLA Payments
window. This window allows you to change the year or the payment for a
COLA record. You can also add or delete payments and their years on this
window. This window and its functions are discussed further in Section XII.

Note: Although TRS does have access to this window, TRS units do not
currently have COLA payments.

c. Change RSA-1 Fund Types

Selecting RSA-1 Fund Types will open the Edit/View Fund Types
window. This window allows you to add, change, and delete RSA-1 Fund
Types. The changes you make in this window apply to all units that use that
copy of the software, not just the unit you are currently working on. These
options should not be changed without the permission of RSA.

d. Units Contracted

Selecting Units Contracted will open the Units Contracted List form. This
form allows you to edit, add, and delete the options available in the Units
Contracted combo box. Currently only TRS units use this field.

e. Pay Periods

Selecting Pay Periods will open the Pay Periods List form. This form
allows you to edit, add, and delete the options available in the Pay Periods
combo box. Currently only TRS units use this field.

iv. Records

The Records menu allows you to choose the order of the records in the employee
table seen at the bottom of the Contributions Reporting window (Figure 20-D). You can
choose “Order by Name/SSN” to sort the records first by last name and then by SSN, or
you can choose “Order by SSN” to sort all of the records by SSN.

v. Setup

The Setup menu has eight available options:
a. Change File Path e. Change First Payroll Month
b. Change Retirement System f. Change Password Security
c. Change Unit Name g. Add a New Unit
d. Change Unit Code h. Version Information
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a. Change Options

When any of the first six options is selected, the Setup window is
displayed as shown in Figure 25. However, only the part of the window that
corresponds to the selected option will be highlighted. For example, assume
during setup of the CRA software the month of September was chosen as the
first payroll month. After setup was completed, it was determined that August
should have been chosen instead. The first payroll month can be changed by
selecting the First Payroll Month option under the Setup menu. The Setup
window is displayed as shown in Figure 25. Notice that only the text relating to

Figure 25

g Contributions Reporting [S etup]

The Retirement Systems of Alabama [R5A]
135 South Union Street
Montgomery. Alabama 36104-0001

Telephone: 1-800-214-2158

Flease enter the location of the Cantribution Database for this Lnit:

|E:'\S ec] 2othdea_metr.mdb Browsze I

Flease enter the unit code assigned by BRSA (3 Ietters]llﬁw,&
Flease identify wour retirement system membearship: |E|:gg vI

Flease enterthe name of your unit (kMaximum of B0 characters):

Jsnwtanan /ater Authority

Flease select the first payroll manth to be entered: INnvemher 'I

Wilould wou like password security to be active with this program®?

C YES [(Activate Securit’) & NO (De-activate Security)
Flease enter a password (hMaximum of 10 positions); |
Flease wverify password (Fe-enter abowve password): |

k. Clear Cancel |

the first payroll month is highlighted. This indicates the first payroll month is
the only value in the Setup window that can be changed. Disabling (not
highlighting) the other setup parameters prevents them from being changed
accidentally. Note also that the Clear button is disabled as well. After setup is
performed during CRA installation, the Clear button is disabled to prevent
accidentally clearing all the setup parameters. Click the OK button to save
changes made to the setup parameters. Click the Cancel button to close the
setup window without saving any changes.

Two additional items to discuss concerning the Setup window are password
security and first payroll month. If password security is active, selecting Setup
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menu options Change File Path, Change Retirement System, Change Unit Code,
Change First Payroll Month, and Change Password Security will cause the
password prompt (shown in Figure 18) to be displayed. The unit code and, in
particular, first payroll month and retirement system membership are used
extensively in CRA. They are critical items that should be changed with much
caution. Active password security would allow them to be changed only by
individuals responsible for the system.

Because the first payroll month and retirement system membership are a
vital part of CRA, selecting Change First Payroll Month will cause the message

Figure 26

Firgt Payroll kanth

The Retirement Contributions application wil
automatically be shut down if "'File Patk'™ or

"Retirement System Membership' or “First Payroll Month'
iz changed and the "0K" buttan iz clicked! The appli-
cation can be restarted and the new information will then
be displayed. Thiz action will eliminate the pozsibility of
eIfars ooourming.

Mate: [f pou prefer not to change the zelected item
at thiz time, click the 0K button below tao
clear thiz meszage, then click the "Cancel”
button on the Retirement Contributionz [Setup)
window to return to normal proceszing.

shown in Figure 26 to be displayed. Most of the processing that occurs in CRA
is related in one way or another to these two fields. When they are changed, the
Contributions Reporting window title, report titles, database month and many
other items must be adjusted to reflect the change. As a result, CRA will
automatically shut down to prevent database corruption and other possible
errors from occurring. It can then be restarted and the new month will be in
effect. It is also important to note that CRA will not allow the first payroll
month to be a month beyond the current calendar month. Similarly, if you
change the file path in the setup window you must close the database (if it was
open) and open it again before you will actually be using the new database.

b. Add a New Unit

The Add a New Unit menu options performs the same function as the Add
Unit button on the Multi-Unit Manager form (see Section VII.C).

c. Version Information

The last menu option under Setup is Version Information. When this
option is selected, the version number of CRA currently active on the PC is
displayed along with RSA’s address and technical support contact information.
The CRA version number provides a link to software releases and may be
requested by RSA Technical Support staff when assistance is needed to resolve
problems.
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B. Buttons

Buttons, unlike menus, may be found at various locations within a window. All buttons in
the Contributions Reporting window are located on the right hand side of the form above the
employee table or in the section between the Personal Information section and the Deferral section
(Figure 20-C and Figure 20-B). Buttons usually perform specific actions such as opening a
database or exiting the application. As noted in Section VIII.A, some functions within CRA can
be performed by either selecting a menu option or by clicking a button. All of the buttons located
in the Contributions Reporting window are discussed in the following sections. Those with a
corresponding menu option performing the same function will include a reference to the
appropriate option. The buttons have been grouped into two different categories based on their
location in the window — Classification Buttons and General Buttons.

i. Classification Buttons

a. Change
Applies to ERS and TRS only

The Change button allows you to change the job classification associated
with an employee. This button should only be used when an incorrect job
classification was previously entered for that employee, or if the job
classifications change and the classification currently assigned to the employee
is no longer correct. An example of this would be if a current job classification
were split into two different classifications. In either of the cases mentioned, the
employee still holds the same job but the classification needs to be changed. If
the employee changes jobs the Change button should not be used. In this case
the employees old job should be put in a deleted status and their new job should
be added with the Add button. Also, if the employee cost factor changes from
5% to 6% (or vice versa) based on the employee’s full-time job status, the
Change button should not be used. In this situation, please refer to the
following sections about the Add, Delete, and Undelete buttons. This will
eliminate any confusion later if you need to look back at any previous months.

b. Add
Applies to ERS and TRS units only

The Add button is used to add a new job for the employee listed in the
Personal Information section. This button is necessary for two reasons. First,
an employee can have more than one job. Second, the employee cost factor can
change from 5% to 6% (or vice versa) based on their full-time job status. In the
latter case, you will only need to add a new job the first time the employee has a
change in their cost factor. When you click Add, you are shown the
Classification Code window as shown in Figure 27. Select the appropriate

Figure 27

Clazzification Code:

Corectional Officer

Select Cloze

classification from the list and click Select. If you click Close, the Add function
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will be canceled. After you click Select, your screen should look something like
the one in Figure 28. The classification you selected is now shown in the
Classification Combo Box. The Contribution Information and RSA-1 Deferral
Information fields are all ready for input. You can make your changes and click
the Save button to save them to the database.

Figure 28

o]

Etuntlihutiuns Heporting - ERS - Anytown Water Authority [AWA]

File Digplay Maintenance Hecordz Setup

Contributions Report for the Month Ending November 30, 2000

Perzonal Information

SSM: First Marne: Middle Mame: Last MHame: S Lffi:
111111111 |Chad | Jdd |
Elassificatinn:lm - Regular State Employes j Change | Add || Delete | | Undelete |
Contribution Information A5A-1 Deferral Information
Departrment Code: I Type | Amount Maonth |Year

Divizgion Code I
October Contribution: I
M ovember Contribution: I

Full-time 5 ervice: I
I—

[Eem Watabase I Claze D atabaze I

Clear Movember I Save Record I
Copy Oectaber I Add Mew Perzon I
TableView |  LocateSSN |

Esit |

Partial 5ervice:

T ally Remittance I

Fecord Status: I.&.dded

S5M| Firgt Mame Middle Last Mame Suffie | Status | Separation Date ;l
| [399933333| Linda Record 1]
| 10007 [Jirry Sample 1]
| 121212121 | Paula Setup 1]
| |131313131|Bob Test 1]
| 1414747 | Many Undelete of |
ES -

Note: After adding a new classification for an employee whose cost factor has
changed, you must delete the previous classification. This will be discussed in
more detail in the following section about the Delete button.

c. Delete

The Delete button allows records to be put in a deleted status. One reason
this is useful is where the employee’s cost factor changes from 5% to 6% (or
vice versa) based on their full-time job status. In this situation, the previous
classification should be deleted after adding (or undeleting, which will be
discussed in the following section) the new classification. The record to be
deleted must first be made the current record. The current record will always be
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the one displayed in the text boxes just above the grid. The record to be deleted
can be made the current record by using the Locate SSN button, by scrolling
through the database records using the scroll bar on the right-hand side of the
grid, or by using the Table View form. If the SSN of the record to be deleted is
known, it can be entered at the prompt, which is displayed when Locate SSN is
clicked. The database will be searched and, if a SSN match is found, the record
will become the current record. The Locate SSN button is described in detail in
Section VIIL.B.ii.h. The scroll bar can also be used to locate a record by
clicking the up or down arrow to move through the database records. Once the
record to be deleted is found, click anywhere on that row. This action causes
the record to become the current record and it is displayed in the text boxes.
You can also use the Table View form to locate an employee. This form is
discussed in Section XI. After the record to be deleted is made the current
record, click the Delete button. The first time the delete button is clicked the
record is not physically removed from the database, but is marked deleted. The
Record Status text box indicates the record is in a Deleted status and the
database is updated accordingly. While in deleted status the record information
cannot be changed. To prevent changes to the deleted record all text boxes will
be disabled for that record.

When you click Delete for the first time and you are deleting the last or
only job for that employee you will see a message like the one in Figure 29.

Figure 29

Contributions Aeporting Software |

@ Wiould you like to enter a zeparation date?

The separation date is reported for RSA-1 Deferral purposes. Therefore, if the
person did not have any deferrals listed for the current month, this date will not
get reported to RSA. If you click “Yes”, CRA will determine if you have
entered a deferral record for the current reporting month. If you have not, you
will be presented with a screen like the one in Figure 30.
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Figure 30

Contributionz Reporting Software |

f'ou cannot enter a separation date becauze
wou have not entered a deferal recard for
the curment reporting date.

Toreport a zeparation date, undelete this
record and enter a deferral record. |f the
perzan does nat have a deferral far this manth,
enter 0 in the amount column. Once you have
a record, zave and press delete again.

If the employee does have a deferral record for the current month, you will be
presented with a calendar like the one in Figure 31. You can select the month
and year from the drop down boxes in the upper right hand corner and then
simply click on the day of the month. After you have selected your date click
Select. If you click Cancel the record will still be put in a deleted status, but no
separation date will be entered.

Figure 31

Select a Separation Date
November 2000 [November x| [2000 ~|

Sun Mon Tue Wed Thu Fri Sat
29 30 Gy 1 2 3 4

3 v g 9 10 11

12 13 14 13 16 17 15

19 20 1 22 23 24 25

26 27 28 29 an 1 2

3 4 g 5] 7 o 9
Select Canicel

Note: If you are using the Delete button in the situation where an employee’s
cost factor has changed from 5% to 6% (or vice versa), do not enter a separation
date.

Figure 32 and Figure 33 show examples of an ERS Contributions
Reporting form first in an undeleted status and then in a deleted status. Notice
that in the deleted status figure (Figure 33), the Undelete button is now enabled
but all of the text boxes are disabled.

36



Figure 32

E Contributions Reporting - ERS - Anytown Water Authority [AWA]

Fie Display Maintenance Hecords Setup

Contributions Report for the Month Ending November 30, 2000

P,
F

SSN:
|323333333

First Mame: Middle N ame:

IF‘ele I

Last Name: Suiffi:

IDeIate I

Clazsification: I 11 - Firefighter

j Change |  Add | Delete | Undeleis |

C Inf RSA-1 Deferal Inf
Department Code: |22 Type | Amount Month | *Vear
Division Code [1111 FE s700| 11| 2000

|$D.DD
|$?8.DD

—
—

October Contribution:

MNovember Contibution:

Full-time S ervice: e Matatase I Close Database I

Partial Service: Clear November I Save Record I

Copy Octaber I Add Mew Person I

TableWiew |  LocateSSH |
Fiecord Status: IChanged Tally Remittance I E xit I
S5M|First Mame Middle Last Mame Suffix | Status| Separation Date ;I
| |222222223  Lane Change 1] _I
[ |333m3333 [Delete | i
| |444444444| Summer |Display | 0
| |955555555| Susan |Example | 0
| |GEEEEEEEE|Josy |Factors | 0
Kyle |File | 0 ‘LI
Figure 33

E[:onllihulions Reporting - ERS - Anytown W ater Authority [AWA]

File Display Maintenance Records Setup

Contributions Report for the Month Ending November 30, 2000

P, 11Ink, b
F

S5N:
|333333333

First N ame: Middle M ame:
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A record can be re-activated (returned to active status) when it is the
current record by clicking the Undelete button, which is described in detail in
Section VIII.B.i.d.

It was stated above that a record is not physically removed from the
database when the Delete button is clicked the first time. If you wish to
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permanently remove a record from the database you will have to click the
Delete button again after the record is already in a deleted status. When the
current record is already in deleted status and the Delete button is clicked, the
message shown in Figure 34 is displayed. Clicking the Yes button will cause
the record to be completely removed from the database. As a result, any record
can be removed from the database by clicking the Delete button twice.

Figure 34

Contributions Aeporting Software |
Thiz perzon iz already in a deleted status.
Do yow wigh to permanently remove this perzon’?

| |

Note: Do not permanently delete a classification if it has been deleted because
an employee has changed cost factors.

At some point, it might be important to know the month a record was put in
deleted status. The delete date for any ERS or TRS record in a deleted status
can be viewed by double-clicking on the small, gray box at the left-hand side of
the grid for the row corresponding to the deleted record. The message as shown
in Figure 35 will be displayed. This message can also be displayed by clicking
on the Record Status label in the Contribution Information section. Clicking the

Figure 35

Delete Date |

Mame: Doe, John  55M: 123-45-6733
Fiecord deleted for the month ending October 31, '97,

OK button clears the message. For RSA-1 Only units, the actual delete date
may not be available. Instead, when you double click on the deleted record in
the employee table, you are shown a message box like the one in Figure 36 that
tells you the last month a deferral was entered for that employee.

Figure 36

Delete Date |

Mame: Chadadd  SSHM: 117-11-1111
Lazt deferral record waz for the month ending December 31, 2000,
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d. Undelete

The Undelete button can be used to re-activate records that were
previously put in a deleted status. This is particularly useful when you have
deleted a classification because an employee’s cost factor changed from 5% to
6% (or vice versa) and the cost factor needs to be reversed. The record must
first be made the current record, then the Undelete Record button can be clicked
to re-activate it. While in deleted status, all of the text boxes will be disabled
for that record. When you click the Undelete button all of the text boxes with a
check box in the update column on the display form will be enabled again. If
the unit is an ERS or TRS unit, the Record Status will be changed from
“Deleted” to “Changed”. Also, if you entered a separation date when you
deleted the record, this date will be deleted when you undelete the record.

Note: The process used when an employee’s cost factor is changed because of
their full-time job status (adding, deleting, and undeleting of classifications) will
need to be performed each time the employee’s cost factor is changed.

ii. General Buttons

a. Open Database

The Open Database button and File menu option Open Database perform
identical functions. Please refer to Section VIII.A.i.a for a complete description
of this process.

b. Close Database

The Close Database button and File menu option Close Database perform
identical functions. Please refer to Section VIIL.A.i.b for a complete description
of this process.

c. Clear Current Month

The Clear Current Month button can be used to completely clear the
information for the current contribution month. When this button is clicked, a
message will be displayed as shown in Figure 37. Information will be cleared

Figure 37
Clear Current Month Command |

Current maonith's retirement contribution, full-time zervice,
partial zervice, RS54-1 contribution, BS4A-1 manth and record
gtatuz fields will be CLEARED far ALL recaords in the database.

Are you sure you want to clear these fields for all records?

Select one of the fallowing:
1] Click "v'es" to clear the fields for all database records.
2] Click "Ma" ta zancel the "Clear Current Manth' command.
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for ALL records, regardless of whether they have been added, changed, deleted
or unchanged. As a result, the Clear Current Month command should be used
with caution.

d. Copy Prior Month

The Copy Prior Month button can be used to copy the prior month’s
information to the current contribution month. When this button is clicked, a
message will be displayed as shown in Figure 38. Two approaches to using
this command may be taken. First, for some individuals it may be easier to enter
current contribution information for employees with changes before copying the
prior month’s data. Changes would be the only entries listed for the current
month and could be easily checked. After all changes are verified, then Copy
Prior Month could be used to copy the prior month’s information for remaining
employees with no changes. Second, for other individuals it may be easier to
copy the prior month’s information for ALL employees first, then make changes
to the copied data as necessary. The second method is recommended.

Figure 38
Copy Prior Month Command |

and F54-1 contribution amaountz will be copied to the curment manth.
Fiecords that have already been added, changed or deleted for the
current manth will HOT be updated by last month's data.

& Last month's retirement contribution, full-ime zervice, partial zervice

Do pou want bo copy lazt month's information to the current maonth’?
Select one of the following:

1] Click "'es" to copy lazt month's information ko the curent month,
2] Click "Mo" to cancel the ""Copy Prior Month" command.

Mo |

It is important to note that if any part of an employee’s information is
changed, then all remaining information relating to that employee should be
entered. For example, employee A’s retirement contribution for August was
$100. The September contribution was also $100, but employee A started
contributing $50 to RSA-1 in September. When the database is updated for
September, $50 is entered for employee A’s RSA-1. Employee A’s regular
$100 retirement contribution should also be entered even though it did not
change. Why? Because updating all fields ensures that the changes you made
will not be overwritten later if you try to copy last month’s information.
Looking at Figure 38 again, any records added, changed or deleted for the
current month will NOT be updated by the prior month’s data when Copy Prior
Month is executed. There’s no need to worry if dollar amounts were not
changed but should have been. Discrepancies in dollar amounts can be found
when the Tally Remittance button is clicked. However, full-time and part-time
service amounts are not totaled and should be carefully checked for accuracy.
These amounts will affect employee service credit.
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It is important to note that RSA-1 Deferrals will only get copied from the
previous report month for the previous pay date. For example, if in October
2000, you entered the following deferral records:

Type | Amount | Month | Year
RB 76.00 10 | 2000
RB 67.00 9 | 2000

and in November you used the Copy Prior Month command, the only record
that would be copied into November would be:

Type | Amount | Month | Year
RB 76.00 11 | 2000

The record with the $67.00 amount would be considered a catch-up record so it
would not be copied. This is important because if you are continually behind in
reporting the RSA-1 Deferral information you will not be able to copy this
information from month to month. Instead you will have to enter it by hand
each time. Notice that the month was incremented automatically for the
November record.

e. Save Record

The Save Record button must be pressed to save changes you have made
to any of the fields. If you make changes to a record and try to move to another
record or click a button or choose a menu item that could cause you to move to a
new record, you will be prompted with a message box like the one in Figure
39, asking you if you would like to save.

Figure 39

Contributions Reporting Software |
Y'au have changed data far this recard.
Do you wizh to zave these changes?

Mo | Cancel |

f. Add New Person

The Add New Person button allows information for new employees to be
added to the database. For ERS and TRS, clicking this button will cause the
personnel information section to be cleared and enabled while the Retirement
Contribution and Deferral Information Sections will be disabled. Once you
have entered a SSN and a first and last name for the employee you will be able
to add a job using the Add button as discussed in Section VIII.B.i.b. For RSA-1
Only units, clicking the Add New Person button will cause all necessary fields
to be cleared and enabled. This is because RSA-1 Only units do not keep up
with job classification codes. Therefore, RSA-1 Only units do not have the
additional Add button. Each RSA-1 Only employee is limited to one group of
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deferral records. This means that if a person has more than one job the records
need to be added together by hand and entered as one record.

g. Table View

This button opens the Table View form. This form allows you to query all
of the records in the database based on the criteria you entered. This form is
discussed further in Section XI.

h. Locate SSN

The Locate SSN button can be used to locate records in the database by
SSN. When this button is clicked, the prompt as shown in Figure 40 will be

Figure 40
Locate 55M |
Pleaze enter the 55N to locate;

displayed. The 9-digit SSN should be entered without hyphens in the white
box. Click the OK button to start the database search for a matching SSN. If a
match for the SSN is found in the database, it will be made the current record.
If no match is found, the message shown in Figure 41 will be displayed. Click
the OK button to clear the message from the screen. The Cancel button in the
Locate SSN prompt window will remove the prompt without any further action.

Figure 41

Locate 55M [ ] |

@ Fecaord for S50 333224444 wasz not found!

i. Tally Remittance

The Tally Remittance button will open the Tally Remittance form. This
form allows you to view the totals for the current report month. When you are
ready to create the reports to be sent to RSA, this is the form you will use. This
form and its functions are discussed further in Section X.
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j.  Exit

The Exit button and File menu option Exit perform identical functions.
Please refer to Section VIII.A.i.k for a complete description of this process.

C. Information Fields

Text boxes are used in a manner suggested by their name - they contain text. Text boxes can
be bound to a database so that information entered in them will be written directly to the database.
Likewise, information in a database can be retrieved and displayed in text boxes. CRA uses text
boxes for this very purpose. All information is stored and maintained in a database, but text boxes
make access to the information possible.

The current database record is always displayed in the text boxes, and it changes as the
record pointer moves through the database. The current record’s information can be updated by
changing the values in the text boxes themselves. Changes are not actually written to the
database until you click Save Record.

For information on navigating the text boxes as well as the Contributions Reporting form in
general, see Section VIIL.D.

i. Personal Information

This section contains employee information, which includes the employee’s SSN
and name. For ERS and TRS units, this section must be filled in before you can enter a
job for a person. The SSN, first name, and last name are required fields for all unit types.
Information must be entered in these three fields in order to save the record.

ii. Contribution Information

The Contribution Information section contains all of the text boxes that pertain to
the retirement contribution information for the employee in the Personal Information
section. The fields seen in this section differ for each of the different retirement systems
memberships. For ERS, the default display settings for the contribution section will
cause it to appear as seen in Figure 42.

Figure 42

Contnbution Information————————————

Department Code: I 33
Divigion Code I 1111
Octaber Cantributian: |$EI.EIEI

Movember Contribution; |$8?.EIEI L
Full-time Service: I 40
I an

Partial Service:

Record Status: IEhanged
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For TRS, the default display settings for the contribution section will cause it to
appear as seen in Figure 43.

Figure 43

Administrator
Bi-weekly Faid Employes
Changed

Notice that Department and Division Code have been consolidated into a single
field, called School Code, for TRS. Also, notice the two additional fields Units
Contracted and Pay Periods. Both of these fields are required to save a TRS record.
These fields are limited to the choices available in their drop down boxes. If you need to
edit the captions on any of the choices, choose either the Units Contracted or Pay Periods
option from the Maintenance menu.

For RSA-1 Only Units (either ERS or TRS) the default settings for the contribution
section will cause it to appear as seen in Figure 44. Because RSA-1 Only Units don’t

Figure 44

participate in the retirement contribution all of the boxes in this section are hidden. If the
unit is associated with ERS and wishes to enter Department and Division codes, they can
use the display screen to view and update these boxes. The same holds true for TRS
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units that wish to enter School Codes. It is important to note, however, that these fields
will not be reported to RSA for RSA-1 only units. If the unit wishes to enter this
information it will be strictly for their benefit. This option was only made available to
RSA-1 only units because the Totals Report groups information based on these fields.
This means that if this information is not entered in these fields, these reports will not be
available.

iii. RSA-1 Deferral Information

The Deferral Information section contains a table that allows you to enter RSA-1
deferral information for the employee in the Personal Information section. The deferral
table has four columns: Type, Amount, Month, and Year. The Type column is used to
indicate the type of deferral you are entering. An example would be RS for the RSA-1
stock deferrals. You can see a list of the available choices by going to the Maintenance
menu and choosing RSA-1 Fund Types. This will open the Edit/View Fund Types
window. All of the entries in the Code column are valid entries for the Type field. The
amount is simply the amount set aside for the deferral. Month and Year should be
entered as the month and year the deferral was made. The default value is the current
report month but these values can be changed. If you enter a date that differs by more
than two months from the current report month you will be given a message, asking you
to contact RSA. Dates more than one month in advance of the current report date will
not be allowed. For more information on navigating the deferral table see Section
VIIL.D.ii.

iv. Classification
Applies to ERS and TRS Only

This field indicates the job classification. If an employee has more than one job,
job classification helps distinguish between them. For employees with only one job this
field will be visible but disabled. If the employee has more than one job, the field will be
enabled and you can choose which job you wish to view from the list by selecting it and
pressing enter. If you select a different job from the list and forget to press Enter you
will be presented with a message box like the one in Figure 45. You can then choose to
either continue viewing the job you were on previously or change to the new selection.

Figure 45
Contributions Reporting Software |

but did not prezs the enter key. Do you wizsh
to continue viewing data faor the previously
zelected job’?

@ “fou changed the selected Job Classification

Job classification also determines the employer cost factor. These factors will be
used to calculate the employer cost factor on the Tally Remittance form.
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v. Employee Table

The database grid is primarily used in CRA for displaying multiple employee
records at one time. It does not appear in the Contributions Reporting window until the
database is opened. After the database is opened, it is made visible and is located at the
bottom of the form, as shown in Figure 23. It is in a table format with rows and
columns of information. Each row corresponds to a single employee record in the
database. Each column corresponds to a single field in the database. This table does not
show Contribution Information or RSA-1 Deferrals. Records in the table can be sorted
using the options in the Records menu, as discussed in Section VIIL.A.iv.

A vertical scroll bar is positioned on the right-hand side of the database grid. It is
used to scan records in the database, but does not change the current record. A record
selector is positioned on the grid’s left-hand side. It is a small, black arrow pointing to
the right and indicates the record that is the current record in the database. The current
record can be changed by clicking anywhere on the desired employee’s row. When this
occurs, the record selector is automatically moved to the gray box next to the row that
was last clicked, and that record becomes the current record.

One final note concerning the database grid is that information can NOT be updated
in the grid area. The cursor can be placed in any grid cell, but the values contained in the
cells can not be changed. Information can only be updated through the text boxes.

Note: The Status column in this table is not the same as the Record Status in the
Contribution Information section. The status in the table is either “D” or nothing. The
“Added” and “Changed” status codes do not apply here.

D. Form Navigation

The form can be navigated with either the keyboard or the mouse. Often when entering
information it is easier to use the keyboard to perform all major functions. To facilitate this,
several short cut keys have been added to allow you to perform many of the most common
functions without having to rely on the mouse.

i. General Text Box Navigation

To move from one text box to another you can use the Tab key. The first text box
in the tab order is the SSN field. The order then moves right across the Personnel
Information section. After the Personnel Information section pressing Tab will continue
on to the Retirement Contribution section and move down the text boxes in that section.
Pressing Tab from the last text box in the Retirement Contribution section will take you
to the Deferral Table. This last action may not be evident at first. If you do not see a
light dotted box around any of the fields in the Deferral Table, press the left arrow key
and, if the deferral table has the focus, one of the boxes will be highlighted with this
dotted box. For the text box fields, you can tell which field you are in by finding the
cursor. When you first tab into a field, any text in that field will be highlighted. This
means that you can type over the entire text box entry by pressing any character key. If
you do not wish to type over what is there, you can click any of the arrow keys and the
cursor will be placed at the end of the field. You can then move between the characters
using the arrow keys. The left arrow and the up arrow will move the cursor to the left,
and the right arrow and the down arrow will move the cursor to the right. Holding down
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the Shift key and pressing Tab will have the opposite effect of Tab. This combination
will move the focus to the previous text box in the tab order.

Note: If you have disabled any of the fields using the update or view options on the
Display form they will be skipped in the tab order.

ii. Deferral Table Navigation

Once the Deferral Table has been given the focus (either by using the Tab key or by
clicking on the table with the mouse), you must use the arrow keys to move from cell to
cell. Each arrow key moves to the box in the direction of the arrow, if one is available.
For example, pressing the left arrow key while a cell in the Type column has the focus
will not move to another cell because there is not a cell to the left. Pressing the right key
on the other hand would move to the cell in the Amount column of the same row. To
type in any cell simply type the characters on the keyboard. You will see the cursor
appear and the text will turn red to indicate that you are currently editing this field. The
left and right arrow keys will now move the cursor from left to right instead of moving
from cell to cell. When you are finished editing the value in the current cell, click the
Enter key to return the focus to the table. The text will be black again and the cursor will
disappear. You can now use the left and right arrows to navigate between cells again.
Pressing the up or down arrow keys while in edit mode has the same effect as pressing
the Enter key but they have the added effect of moving you up or down a row, if one is
available.

iii. Employee Table Navigation

The Employee Table allows you to navigate between employee records. Clicking
on any record in the Employee Table or moving to it with an arrow key will cause that
record’s information to be placed in the text boxes, indicating that it is now the current
record. If there are more than six rows in the table, the scroll bar on the right will allow
you to scroll up and down in the table. After saving a record, the employee table
automatically receives the focus, which means you can then press up or down to move to
the next employee. Pressing Tab while the focus is on the Employee Table will set the
focus on the SSN field (or the first enabled field in the tab order). This combination
allows you to easily make the changes you need, save them, arrow down to the next
employee, and tab to the first enabled text box to begin to edit that record.

iv. Using the Ctrl Key

Several short-cut keys have been added to allow you to perform some of the more
common tasks with the keyboard rather than the mouse. These short-cut keys have been
broken down into three groups — Record Navigation, Buttons, and Other. To perform
these actions hold down the Ctrl Key and press the additional key listed.

a. Record Navigation

Keys Action
Ctrl + F Move to the first employee record
Ctrl + P Move to the previous employee record
Ctrl + N Move to the next employee record
Ctrl + L Move to the last employee record
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b. Buttons

Keys Action
Ctrl +J Add (Adds a new job)
Ctrl + D Delete
Ctrl + U Undelete
Ctrl + S Save Record
Ctrl + E Add New Person (Adds an employee)
Ctrl + K Locate SSN

Note: Some of the functions are only available to ERS and TRS units and
therefore the same applies to their short cut keys.

c. Other
Keys Action
Ctrl + G Sets the focus to the Job Classification

Combo Box, if it is enabled. You can then
use the arrow keys to select a job from the
list and the enter key to update the text
boxes with the new values.

v. Using the Alt Key

The Alt Key functions were described in Section VIIILA. On any of the forms
where you see one of the letters in a menu or on a button have one character underlined
you can perform this action by holding the Alt key and pressing the underlined key.

Note: In Windows 2000, if you do not see the underlined characters in the menu
options, pressing the Alt key should cause them to appear.

E. Database Initialization

After the contribution report for the last month in the fiscal year is completed, database
information is updated in preparation for the new fiscal year. The first time the database is
opened to enter information for the new fiscal year, the database must be initialized. CRA
performs this automatically, and several actions occur during the process which dramatically
change the database contents.

The warning message shown in Figure 46 is displayed prior to initialization. Please read
the message content carefully. The database will be cleared to prepare for the new fiscal year by
choosing the Yes button. If any prior month should be updated before the database is saved and
initialized, this is the time to update it. Review the message again for instructions, then click the
No button to clear the message window and make the appropriate changes.
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Figure 46

Initialize Database E

The lazt Contributions Report wasz for the month ending September 30, 2001,
The month aof Octaber will beqin a new fizcal vear. The past vear's
information in the databaze must be cleared before information for

the new fizcal year iz entered.  Thiz process will ocowr automatically

when the "“'es" button below iz clicked. The "Mo" button will cancel

the procedure, but the databaze will NOT be available.

Prior infarmation can be updated before the databaze iz cleared for the

new fizcal pear. [ a prior month's information needs to be updated, the

firzt paprall date must be et ta that month. Thiz can be done by chaosing
"Change Firzt Payroll D ate' under the "Setup”’ menu and clicking the month
to become the first payroll date. The Retirement Contributions application
will autormatically be shutdawn. [t zan then be restarted and the month to be
updated will be the curent month.

Select one of the following:
1] Click "v'es" to prepare the databaze far the new fiscal year.
21 Click "Ma" ta cancel the pracedure.

Once the database is ready to be initialized, click the Yes button to begin the process. The
first step CRA performs is to create a backup of the database. Because the database is large, the
backup is saved in the same directory containing the original. The name, location, and size of the
backup database are displayed in a message as shown in Figure 47. The key to successfully
creating a backup is to ensure the

Figure 47

Initialize Databasze E

& backup copy of databaze "COMTMSTR.MDE" will be created
befare it iz intialized for the new fizcal year. The backup
databasze file name and file zize will be az follows:

Backup path and file name: C:ASECT2CTRACOMT 9697 MDE
Bytes required for backup: 2,404,352

Pleaze check the "drive' shown in the backup path abowve
for available space of at leaszt 2,404 352 bytes befare continuing.

Select one of the following:
1] Click "“ves" to create the backup and continue. Space iz available.
2] Click "Mo' to cancel the procedure. Check available space.

disk space required is available. The procedure is paused at this point to allow the disk space to
be checked. When available space has been confirmed, click the Yes button to continue. The No
button can be clicked to cancel the procedure. However, the database must be initialized before
new fiscal year information can be entered. When the backup has been created, the message
shown in Figure 48 is displayed.
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Figure 48

Initialize Databaze E |

The databaze will how be initialized. A meszage will be
dizplayed when the process iz complete. Flease click "OE" .

The second step performed by CRA is to copy the data from the last month of the fiscal year
to the left-most columns of the database. This occurs so that the previous month’s contributions
will be available when information for the first month in the fiscal year is updated. The Copy
Prior Month button will correctly perform for the first contribution month in the fiscal year as it
does for any other month in the fiscal year.

The third step performed by CRA is to clear the prior year information. There are many data
elements stored in the database (several for each month multiplied by 12 months). This is further
expanded by the number of records contained in the database and this varies by unit. As a result,
the process of clearing the database may take a few moments to complete.

After the database has been initialized and is prepared for the new fiscal year, the message as

shown in Figure 49 will be displayed. Contribution information can now be added to the
database, and CRA should perform all regular monthly processing as needed.

Figure 49

Initialize Database E |

The databaze haz been inhialized for the new
fizzal year and information may now be entered.

IX. Display Form

The Display menu can be used to customize, to some extent, the way the Contributions Reporting
window appears. It provides you with options that allow you to customize which fields you will see on the
form, which fields you will be able to enter information in, and which month you wish to view. When the
Display menu is selected, the Display window is opened as shown in Figure 50.
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% Contributions Reporting Display

Figure 50

Select itemsz far dizplay and update: Select month for dizplay:
Digplay Update
=3 W  55M [~ Detober 2000
¥ MameFields ¥ Movember 2000
v ¥ Department Code [T December 2000
¥ ¥  Division Code ™ January 2001
= [T Previous Contribution [~ February 2001
~ ¥ Cunent Contribution ™ March 2001
¥ M Fultime Service ™ April 2001
v W Partial Service [ May 2001
r [T Units Contracted ™ June 2007
T [T PayPeriods I July 2001
¥ [T PRecord Status M August 2001
I+ [  RSA-T Infarmation [T September 2001
Select All ltems Restore Settingz k.
Clear A1 [terns Save Settings Cancel

A. Display/ Update

The left-hand side of this window contains check boxes under the headings Display and
Update beside the field name corresponding to the text boxes found in the Contributions
Reporting window. These check boxes control the text boxes (data entry fields) that are displayed
(visible) in the Contributions Reporting window, whereas the Update check boxes control the
information that can be updated. Notice that some of the check boxes are white with a check
mark while others are grayed with a check mark. Those check boxes that are white can be toggled
to checked or unchecked by simply moving the mouse pointer over them and clicking the mouse
button. On the other hand, those that are grayed can NOT be changed. It is important to note that
any check box turned off (unchecked) under Display will automatically cause the corresponding
check box under Update to be unchecked. This occurs because a text box that is not visible
certainly can not be updated. However, the reverse is not true. Text boxes can be locked for
updating but still be visible. Any changes made apply only to the text boxes in the Contributions
Reporting window. The grid is not affected.

B. Months for Display

The right-hand side of the Display window is used to select a month for viewing other than
the current contribution month. The current contribution month is always checked as the default
month when the window is first displayed. All months prior to the current contribution month
have a white check box next to them, whereas all months after the current contribution month
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have a gray check box next to them. Because months after the current contribution month should
not have any information in the database, they are not available for viewing. Notice in Figure 50
that the month of November is checked and all other months prior to November have a white
check box next to them while all months after November are grayed out. You can only view the
current month or past months.

Selecting any month other than the current contribution month will cause the flag “No
Update” to appear in the Contributions Reporting window. Prior information should already be
forwarded to RSA and can, therefore, only be viewed. Actually, a prior month can be updated by
changing the first payroll month to the month needing changes. This must be done with caution,
however, and can only be accomplished through the Setup menu described in detail in Section
VIIL.A.v.a.

C. Buttons

i. SelectAll Items

Clicking Select All Items will put a check mark in all of the white check boxes
under Display and Update.

ii. Clear All Items

Clicking Clear All Items will remove all check marks in the white check boxes.

iii. Restore Settings

Any changes made under Display and Update only temporarily affect the
Contributions Reporting window unless those changes are saved using the Save Settings
button. For example, assume CRA is started and all the text boxes are displayed and can
be updated as indicated by the settings in Figure 50. If all items under Update are then
unchecked except for Current Contribution and OK is clicked (Save Settings is not
clicked), only the Current Contribution information can be updated. However, if CRA is
terminated and started again at a later time, the settings for the text boxes would again
appear as shown in Figure 50. Save Settings should be used, therefore, to save a
customized Contributions Reporting window for display each time CRA is run.

iv. Save Settings

When you click Save Settings, all of the Display and Update check box values are
saved. There may be a time when a particular text box should be temporarily displayed
to check a value, then again removed from view. The Restore Settings button can be
used to restore the Contributions Reporting window to the settings last saved using Save
Settings.

v. OK

The OK button instructs CRA to change the Contributions Reporting window
according to the settings found in the Display window.
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vi. Cancel

The Cancel button returns the Contributions Reporting window to the state it was in
before the Display menu was selected, regardless of any settings that were changed.

X. Tally Remittance Form

The Tally Remittance button is without a doubt the most crucial button in the Contributions Reporting
window. It summarizes the retirement and deferral contributions and calculates the total remittance amount
to be forwarded to RSA. When the Tally Remittance button is clicked, the Remittance window shown in
Figure 51 is displayed.

Figure 51

Tally Bemittance - ERS - Anytown Water Authority [AWA)

Retrement Contributionz and Bemittance for Apnl 2000

Employer Cost Factor: [0.5 i
Totals for Factor 0.5
. S b 00  PRecular and Police Spli
Emplopee Retirement Contributions for kMarch 2000; | $862.20 0L Regular Stare Euployes
Less Emploves Deletions for April 2000: - | $£101.00 0z  Police or Other 10% Ewp
02 County Engineer
Plus Employes Additions for Apnil 2000: + I £0.00 04 Section-17 Emplovee
Employee Retirernent Contributions for &pil 2000; I $761.20 |§Shuw o De&criptionsél
Employer B etirement Contribution at factor 0.5: + I $380.60
Preparer Information
Remittance for Factor 0.5 Prepared By:
for April 2000: [ 114180 IHeather

Phane Mum: |222.2222
Totals for All Factors

Cost of Living Payments for pril 2000 I $0.00 Date: I-I 2172000

1978 Cost of Living Pmt.: $0.00 ﬂ

1980 Cost of Living Pt $0.00 Print Remittance for Factor 0.5 |
1982 Cost of Living Pmt.: $0.00
1385 Cost of Living Pt $0.00

1388 Cost of Living Pmt.: $0.00 ;I

T atal Remittance far April 2000: I $1.787.11 Create RSA File |

Print Remittance for all Factars

Tatal B5A-1 Contributions

far April 2000 I $0.00 Cloge T ally Remittance

When you view the Tally Remittance form, you are viewing the calculations for the selected cost
factor in the Cost Factors combo box. Currently there are two employer cost factors - one that applies to
jobs with a classification code of 10, 11, or 12 with full-time status and another for every other job
classification. You can choose which factor you wish to see calculations for from the Cost Factors combo
box and then press Enter to refresh the calculations. You must press Enter after selecting the factor you
wish to see. Beneath the Cost Factors combo box is a list of all of the classifications associated with that
factor.
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A. Buttons

i. Show Class Descriptions

In the list of class codes below the Cost Factors combo box and the Show Class
Descriptions button, the descriptions for each class code are cut off. The Show Class
Descriptions button was added so that you can quickly bring up a list of all of the
classification codes and their full description.

ii. Print Remittance for Factor X
Applies to ERS and TRS only.

The Print Remittance for Factor X button prints a report for the factor currently
selected in the Cost Factors combo box. This report shows the same calculations as the
Tally Remittance window and includes the Preparer Information section at the bottom of
the report. A sample report is shown in Appendix F.

iii. Print Remittance for All Factors

The Print Remittance for All Factors prints several reports. First, it prints the same
report as the Print Remittance for Factor X button does, but it prints one for each of the
factors in the Cost Factors combo box list. Second, it prints the RSA-1 Totals report
which shows summaries of the RSA-1 Deferrals for the current report month. Finally, it
prints the total Retirement Contributions and Remittance form.

Note: For RSA-1 Only units, the RSA-1 Totals report is the only one printed by this
button since the Retirement Contributions reports do not apply.

iv. Create RSA File

The Create RSA File button is used when you want to create the files that you will
send to RSA. Several windows may be displayed on the screen during execution of the
Create RSA File procedure. The message as shown in Figure 52 is first displayed. If
changes are required before continuing, click the No button to cancel the Create RSA
File procedure. Otherwise, continue processing by clicking the Yes button in the
message window. The “*.ret” and “*.rsa” file will initially be written to the directory
containing the CRA database. Later in the procedure, the file can be copied to diskette or
other type of magnetic media through the Save dialog window. For simplicity, this
manual assumes diskettes will be used.
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Figure 52

Create B5A Files Command |

Thiz procedure will create the ".ret' file

and the ".rza" file to be sent to the

Retirement Systems of Alabama. [n addition, it
will update the file informatioh needed for nest
month's processing. Az a result, it is veny
important that all figures have been verified
before the RS54 file iz created. Pleaze make any
required changes before continuing

Wiould you like to create the BSA files at thiz time?
Select one of the following:

1] Click "ves" to create the RS54 files and prepare for nest month.
2] Click "Mo' to cancel the "Create BSA Files" command.

CRA checks the database directory to determine if a “*.ret” or “*.rsa” file of the
same name already exists. The files are created if they do not exist in the directory.
However, if either of the files already exists, a message like the one shown in Figure 53
is displayed. If a backup is not needed or one has already been created, click the Yes
button to continue processing.

Figure 53

Create B5A File Command |
@ The file C:ADATABASESAEAMWAADDN D ret already exists and will be deleted!
[f wou would like to save thiz file befare it iz deleted, click the "Mao"
button below to cancel the "Create RSA File''command.  The file
directary and name is C:ADATABASE SAEAWADOT O ret,
Do pou want ta delete the ald file and create the new file?
Select one of the folloving:

1] Click "rez" to delete ald file and create new file.
21 Click "Mo" to cancel the ''Create BSA File' command.

The Save dialog window will appear as shown in Figure 54 when it is displayed.
In the upper left-hand side across from “Save in:” is the name of the drive where the file
will be copied. The Save dialog window is set to default drive “C:”, which is the hard
disk drive. The drive should be changed to “A:” (as shown in Figure 54), “B:” or other
drive where the contribution files will be copied to diskette. The drive can be changed
by clicking the down arrow located to the right of “Save in:” and selecting the
appropriate drive letter. The file name and extension should NOT be changed.
Processing that occurs at RSA anticipates the default extension and the files are named in
a way that identifies the unit and the report year and month. Once the correct drive has
been selected, click the Save button to copy the file to diskette. This step will be
performed for both the “*.rsa” file and the “*.ret” file.
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Figure 54

Save RetomentFle K|
i cs| e )

Save in: 3 Floppy [4:H

File name:  [EAWADDT.ret Save |
Save as ype: IFletirement File [*.ret] j Cancel |

Two additional items concerning the Save dialog window need to be mentioned.
First, when a drive is selected and a diskette has not been loaded to the drive, a message
like the one shown in Figure 55 will be displayed. This occurs because the Save dialog

Figure 55

Save Command |

Q & iz ot accessible.

The device iz not ready.

Cancel |

command tries to read the diskette to list its directory structure. If this happens, put the
diskette in the drive and click the Retry button. The Save dialog command will then read
the diskette and list the appropriate information. Second, if a file with the same name
already exists on the diskette, a message like the one shown in Figure 56 will be
displayed.

Figure 56
Save Retirement File [ ] |

AMNEAMAADDTT ret

Thiz file already exizts.

Replace existing file?

Click No to return to the Save dialog window, then a new diskette can be loaded to the
drive. Click Yes to replace the existing file with the new one.
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The next step in the Create RSA File procedure is the option to print the reports that
are printed by the Print Remittance for All Factors button. A message like the one shown
in Figure 57 will be displayed. Click Yes to print the reports. Click No to move on

Figure 57

Create A5A File Command |

A final "R etirement Contributions and Bemittance for October 2000 repart
and "AS54-1 Totalz" report may be printed at thiz time.

Wiould you like ko print these reportz now?
Select one of the following:

1] Click "vez" to print the reportz.
2] Click "Mo' to end without printing the reports.

F Mo |

without printing the reports. The reports can still be printed by clicking the Print
Remittance for all Factors button in the Remittance window before you restart the
application to move to the next month.

The last stage in the Create RSA Files procedure asks you if you would like to save
these reports to a file. This button allows you to save all of the information printed by
the Print Remittance for all Factors button to a text file. This feature provides a way of
backing up these reports without having to keep them on file. You can give this file any
name you want since it will not be sent to RSA.

As mentioned earlier, file information necessary for the next month’s processing is
updated during the Create RSA File procedure. Many of the windows displayed while
CRA is running contain date information. Most of the dates are based on the last payroll
date stored with the CRA setup parameters. When the Create RSA File procedure is
executed, this date is updated to the current contribution month. As a result, the next
time the CRA application is run the correct date will be displayed. This change is seen
only after CRA is exited and restarted.

v. Close Tally Remittance

The Close Tally Remittance button will close the Tally Remittance form and return
you to the Contributions Reporting Form.

B. Information Fields

i. Cost Factor Combo Box

The Cost Factor combo box is located at the top of the form between the title and
the Show Class Descriptions button. The combo box’s list contains all of the different
cost factors entered in the Employer Cost Factors window. Selecting a choice from the
list and pressing Enter causes the calculations for the selected cost factor to be displayed
in the calculation section of the screen. The selected cost factor is shown in the
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Employer Retirement Contribution at Factor X label and on the Print Remittance for
Factor X button where X is the selected factor.

ii. Calculation Fields

The calculation fields are made up of the entire left portion of the screen. Except
for the RSA-1 Contributions total at the very bottom of the screen, all calculation fields
apply only to ERS or TRS units. Additionally TRS units do not have the Cost of Living
section on their Tally Remittance form.

The total remittance amount for each factor is calculated using two different
methods for balancing purposes. The first method is displayed in the Tally Remittance
window shown in Figure 51. The prior report month’s retirement contributions are
summed and displayed across from “Employee Retirement Contributions for [prior report
month]”. Records that have changed or have been deleted for the current report month
are summed and displayed across from “Less Employee Deletions for [current report
month]”. Records that have changed or have been added for the current month are
summed and displayed across from “Plus Employee Additions for [current report
month]”. The subtotal “Employee Retirement Contributions for [current report month]”
is calculated by “Employee Retirement Contributions [prior report month]” minus “Less
Employee Deletions [current report month]” plus “Plus Employee Additions [current
report month]. The “Employer Retirement Contribution at Factor X” is calculated by
multiplying the employer cost factor by the “Employee Retirement Contributions for
[current report month]” where X is the factor chosen in the factor combo box. The “Cost
of Living Payments for [current report month]” is simply a sum of all the cost of living
payments assessed to date. If the total field for the employee retirement contributions is
$0.00, then the cost of living payments will be $0.00 also even if there are entries in the
list of the Cost of Living Payments. The “Remittance for Factor X for [current report
month]” is finally calculated by summing the amounts “Employee Retirement
Contributions for [current report month]”, “Employer Retirement Contribution at Factor
[factor]” and “Cost of Living Payments for [current report month]”.

The second method is simply a total of the retirement contribution column for the
current month. This amount is not directly shown in the Tally Remittance window, but

can be displayed by clicking the text “Employee Retirement Contributions for [current
report month]”. This action will cause the message shown in Figure 58 to be displayed.

Figure 58

Reconcile Current Month Contributions |

@ Octaber 2000 Cantributiong calumn botal iz $836.95.

The totals from the above two methods can be compared to ensure all information
has been updated for the current contribution month. If they do not balance, the
retirement contributions for the current month are probably incomplete. It may be that
the prior month’s information has not yet been copied to the current month for records
that did not change. The Copy Prior Month button (discussed in Section VIII.B.ii.d) can
be used to accomplish this. However, the prior month’s information will automatically
be copied for records that did not change when the Create RSA File button is clicked.
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The first step in the procedure is to copy the prior month’s information for records that
were not added, changed or deleted in the current month. The current month’s
contributions are then totaled and compared to the total produced using method one. The
procedure continues executing if the totals are equal. Otherwise, a message is displayed
indicating the totals are out-of-balance and the remainder of the procedure is canceled. If
this happens, the current month contributions must be reviewed to determine why the
totals do not balance. When the appropriate corrections are made, the Create RSA File
button can be clicked again to complete the process.

RSA-1 contributions for the current month are also totaled and displayed in the
Remittance window. The total is located at the bottom of the Tally Remittance window.

iii. Preparer Information

2

The preparer information fields “Prepared by:” and ‘“Phone Number:” must be
completed before printing the remittance or creating the RSA file. If they have not been
completed and either the Print Remittance or Create RSA File buttons are clicked, the
message shown in Figure 59

Figure 59

Preparer Information |

The "Prepared By:"' and "FPhone Mumber:"* figldz
must be completed before continuing this operation!

Fleasze complete each field and prezs the command button again.
Fresz the Exit button in the lower right comer or =" in
the upper right corner of the windaw ta exit with no action.

is displayed. Click OK to clear the message, then enter the appropriate information in
the “Prepared By:” and “Phone Number:” fields. The remittance can then be printed or
the RSA file created. The Date field is filled in automatically with the current system
date.

XI. Table View Form

On the Contributions Reporting window, you can click the Table View button to show this form. The
Table View Form allows a search of the database using a set of criteria you specify. In Figure 60, the
different portions of the form are identified. Figure 60-A shows an example of a criteria field, Figure 60-
B shows a compare field, Figure 60-C shows a check box, Figure 60-D shows an order by combo box,
Figure 60-E shows the View Combo Box, and Figure 60-F points to the data grid. These items will be
described in more detail in the following sections.

Note: If you wish to view a particular record on the Contributions Reporting screen, you may choose that

record from the data grid (Figure 60-F) by double clicking the record. This will automatically return you
to the Contributions Reporting screen and that particular record’s information will be visible.
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Figure 60

i i TableView

@—’ S5M ||— v Dept I_ i~ FT Servicel— m v Order By: /@
Fist [ W oiv [~ W FRSA1Ded Type[ ¥ [s5N -]
Middle |— i Units |— |_;| v R5&1 Dedl_ |_;, Il | :I'
Last I— [  PayPeriods I— Ij ~ DeferraIDatel— Ij W I vI
Suifix I— v Ret Caont I— m v Statu&l_ Ird I jv
Class I_ v FT Service I— m [ Separation Datel— m v

SSM FirstMame LastMame MiddleMarne SuffisMarne

LClose | Delete | Save | Reset | Yiew/Refresh | I j <_®

KIS -+

A. Information Fields

i. Criteria Fields

The criteria fields are the text boxes at the top portion of the form (Figure 60-A).
These are the fields that will be used to perform the search of the database. For the fields
first name, middle name, last name, and suffix, you can enter an asterisk (¥) either at the
beginning or end of a letter (or group of letters) to narrow the view criteria. This only
applies to the listed fields. An example of this would be if you typed “Sm*” in the last
name text box and clicked the View/Refresh button. The results would be all records
where the last name begins with the letters Sm. You would get similar results if you had
typed “*ete” in the last name text box. In that case, you would have a list of those
records with a last name ending with “ete”, as in Figure 61.

Figure 61
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Another useful way to narrow the view criteria is to type “Null” into one of the
criteria fields. In this situation, the results would show any record with a null value

i % Table View

i1

SSH I— v Dept I_ v PT Servicel— Ij [v Order By:

Fist [ W Div [ W FRS41DedType[ I |55N |
HMiddle |— W Uitz |— I_;, v RSA1 Ded|— Ij I I :Iv

Last I"ete— v  PapPeriods I— m W DeferraIDatel— Ij v I jv
Suifiz I— v Ret Cont I— m v Statu3|_ v I jv
Class I_ v FT Service I— m [ Separation Datel— m I~

+

LClose | Delete | Save | Reset | I j
First Hame Middle Last Hame Suffix Class Depl Div  Unitz Pay Prdz Het Cont FT Serv PT Sery

123456731 | Pete Delete Jr. 11 80| s001
123456735 Mary Undelete naf ¥ A0 E1.2 an 40

where specified by the criteria values. For example, if you wanted to view all records
with a null value for retirement contribution you would type “Null” in the retirement
contribution field and click the View/Refresh button. The results would look like Figure
62 below.

Figure 62

[ Table V|

S5M I— v Dept I_ i~ FT Servicel— m [v  Order By:

Fist [ W oiv [~ W FRSA1Ded Type[ ¥ [s5N -]
Middle |— i Units |— |_;| v R5&1 Dedl_ |_;, Il | :I'

Last I— [  PayPeriods I— Ij ~ DeferraIDatel— Ij W I vI
Suifix I— ™ Ret Caont W m W Statu&l_ v I jv
Class I_ v FT Service I— m [ Separation Datel— m v

Cloze | Delete | Save | Bezet | I j
First Hame Middle Last Name Suffix Class Depl Div  Units Pay Prdz Het Cont FT Serv PT Sery
123456731 | Pete Delete Jr. 11 80| 8001
123456732 Chad Add 11 93| 9339

ii. Compare Fields

The compare fields are the eight combo boxes that are placed to the right of some of
the criteria fields, specifically beside Units, Pay Periods, Retirement Contribution, Full
Time Service, Part Time Service, RSA-1 Deduction, Deferral Date, and Separation Date
(Figure 60-B). The combo boxes allow you to choose between four different
comparisons. You can choose to find values that are equal to (=), less than (<), greater
than (>), or not equal to (<>) the criteria you have selected. For example, if you wanted
to view all records with a deferral date greater than November 15, 2000, you would type
20001115 (YYYYMMDD) in the deferral date text box and select greater than (>) from
the combo box before clicking the View/Refresh button. Figure 63 below illustrates the
example.
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Figure 63

i % Table View

SSH I— v Dept I_ PT Servicel— Ij v Order By:

Fist [ W Div [ RSA1 Ded Type[— I [ssN |
Middle |— i~ it |— m ¥ RSA1 Dedl— m v I jv

Last I— [¢  PapPeriods I_ Ij i~ DeferraIDatel— m I~ I jv
Suffix I— v Ret Cont I— Ij i~ Statusl_ I~ I ]v
Class I_ ™ FT Service I— Ij ¥ Separation Datelm m =l

LCloze | Delete | Save | Reset |

S5 First Hame Middle
123456731| Pete

XA

Last Mame Units

Delete

Suffix Class Depl Div Pay Prds Ret Cont FT Sery PT Sery

iii. Check Boxes

To the right of each criteria/compare field are check boxes that enable you to
narrow your view (Figure 60-C). All available check boxes are selected as the default
when the Table View form is first opened. By clicking on a check box, you can either
select or deselect that particular criteria field. Also, if you prefer to use the keyboard, the
check boxes are included in the Tab order. This means that if you begin with your cursor
in SSN text box and hit Tab, the focus would be on the check box to the right of the SSN
text box. To select/deselect the check box, simply press the space bar. If you wanted to
list only the SSN, first name, last name, and retirement contribution for everyone in your
database, you would uncheck each criteria field you did not want to view and click the
View/Refresh button. Figure 64 shows the results you would receive.

Note: You do not have to view a column in order to specify its value. For example, in
the previous example we have typed “02” in the class field and our results include only
people with a job class of 02, even though we chose not to view this field.

Figure 64

i i TableView

h I— v Dept I_ ' FT Servicel— m [~ Order By:
Fist [ W Div [ I~ FRS&TDed Type[— |55N -]
fiddle I— r L riits I— Ij r RSA1 Dedl— Ij |_ I j
Last I— v  Pap Periods I— m I DeferraIDatel— m [ I j
Suffix I— [ Ret Cont I— Ij i~ Statusl_ [ I jv
Class Iﬁ I FT Service I— Ij [~ Separation Datel_ Ij I

LCloze | Delete | Save | Reszet | j
S5 First Hame Last Mame Het Cont
123456711 | Jimmy Sample 251 64
123456732 Chad Add 10026
1234567 33| Lahe Change 115

iv. Order By Fields
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There are four Order By fields on the far right of the Table View form (Figure 60-
D). These fields allow you to view the information in the data grid using up to four

different criteria fields. The following, Figure 65, shows an example of a view using the
order by fields.

Figure 65

SSH I— v Dept I_ v PT Servicel— Ij [v Order By:

First I— ™ Diw I— [ RSA1 Ded T_I,Ipel— v ILE'St jv
Midde [ Uits [ [ =] ™ RSATDed[ [ | [Crass |

Last I— [»  PapPeriods I— m i~ DeferraIDatel— m I~ IDiV jv
Suffix I— ™ Ret Cant I— Ij i~ Statusl_ v IDEFlt ]v
Class I_ ™ FT Service I— Ij ¥ Separation Datel_ Ij =l

LCloze | Delete | Save | Reszet |

| =

First Mame Middle Last Mame Suffix Class Depl Div  Units Pay Prds Ret Cont FT Sery PT Sﬂ

02 11 1170 100,26
123456732 Chad Add 10f 300 300 102
11f 93] 9999
02 11 1170 115
123456733 Lane Change 10l 50| 5000 128,75
123456731 | Pete Delete Jr. 11f 80 800
1234567 22| Summer Dizplay o) 10) 100 a2
123456712 Suzan E xample 10{ 400 400 32 160
123456721 | Joey Factors 10f 10 100 a1 115
123456723 Kyle File nf 37 370 83
123456734 | Kate Locate n0f 25 250 104
123456713 Linda Record o 95 95 93 115
n: 1111170 2F1 R4 -
<] | AP

v. View Combo Box

At times it is helpful to be able to save a particular view of the database. The
combo box located next to the View/Refresh button is called the View combo box. The
View combo box stores all saved view names (Figure 60-E). As the default, the box is
empty when you enter the screen. If you wish to save a particular view, you must first
enter the name of the view in the View combo box and then click on the Save button.
After a view has been saved, you may choose it by clicking on the arrow on the View
combo box, selecting the name of the view you wish to see from the list, pressing Enter,
and then View/Refresh as shown in Figure 66. You must press Enter and click
View/Refresh to pull up the selected view.

Figure 66
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Save | Beset I Eiew;"Hefreshl || j

| Last Name _ Suffix Class Depl Div_ Units [l
Sample 0z 11 1170
10/ 45 450
Example 100 400 400
Record 10 £ i
Test 100 31 30
Factors 10 10/ 100 I | ] e
B. Buttons

There are five command buttons located at the middle of the Table View form.
i. Close

The Close button closes the Table View form and returns you to the Contribution
Reporting window.

ii. Delete

By clicking the Delete button, you are able to delete a view that has been saved.
When you first click the Delete button, a message will be displayed as shown in Figure
67 below.

Figure 67

Contributions Reporting Software [ ] |

@ Are pou sure you wizh to delete this wigw?

If you are certain you want to delete the view, press Yes. Otherwise, by pressing
No you will be returned to the Table View form. A view name should be selected from
the list in order to delete a particular view. If no name has been selected, the following
message (Figure 68) will be displayed.

Figure 68

Contributions Reporting Software |

& & wiew with thiz name was not found in the databasze
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iii. Save

If you wish to save a particular view, you must first enter the name of the view in
the View combo box. After clicking on the Save button, a message is displayed, as in

Figure 69.
Figure 69
Contributions Reporting Software |4 |
@ rour view has been saved
iv. Reset

The Reset button basically sets the Table View form back to the original defaults.
This means that all check boxes will be selected and all criteria/compare fields will be
cleared.

v. View/Refresh

The View/Refresh button is used when you wish to see a particular view from the
View combo box, as well as refresh the screen.

XIl. Maintenance Menu Forms

When you choose Maintenance at the top of the Contributions Reporting screen, the drop down menu
shown in Figure 70 will appear. By choosing any of the menu items, a form will open that allows you to
make additions, deletions, and updates to the information. Since these five screens have similar
functionality, the following sections will describe the buttons used.

A. Add

When you click on the Add button, you will be able to type in the text boxes located at the
top of each form in order to add new information.

B. Change

If you need to update an entry on one of the forms, select the row in the data grid that you
wish to update and click the Change button. You will then be able to update the information in
the text boxes at the top of the form. On the Employer Cost Factor form, the only item you can
update is the Employer Cost Factors. You are not able to update the Class Codes or Class
Descriptions.
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Figure 70

Wwiaber Authority (S M= E3 |

Setup

Records

A e Month Ending March 31, 2001

Coszt of Living Payments
BSA-1 Fund Tupes

Unitz Contracted tiddle Mame: Last Mame: Suffix:
Pay Periods Jsdd |

EIassificatinn:lDE - Police or Other 10% Employes [Slj Change | Add I Delete I Llndeletel

Contribution Information A5A-1 Defemral Information
Departrment Code: I 11 Type | Amount Month |*ear

Division Code I 1170
February Contribution; |$‘I 00.26
b arch Contribution: |$‘I 0026

Full-time 5 ervice: I [pemn Matabase I Cloge Database I

Partial 5ervice: I Clear b arch I S ave Record I

Copy Februan I Add Mew Perzon I

TableView | Locate 55N |

Record Status: IEhanged Tally Remittance I E =it I

S5M| Firgt Mame Middle Last Mame Suffis | Status| Separation Date -
| I |123456732| Chad Add I
| |123456733| Lane Change o
| |123456731 | Pete Delete Jr D 20001130
| |123456722| Summer Drigplay ]
| [123456712| Suzan Example ]
_[ 123456721 | Joey Factors ilj
1| | 3

C. Save

After you have added or updated a record, click the Save button to make sure all the
information is saved to the database.

D. Delete

If you want to delete a record from one of the forms, choose the record from the data grid
and click on the Delete button. A message is displayed to confirm that you want to delete the
record, as shown in Figure 71.
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Figure 71

Delete Record Command |

@ Are pou sure you want to delete the following record?

Clazs Code: 11
Clazz Descrption: Firefighter
Full Time Employer Cost Factor: 075

Select one of the fallawing:

1] Click "vez" to delete the record.
2] Chck "Mo" to cancel the delete.

H HD |

If No is pressed, the deletion is canceled. If Yes is pressed, another message is displayed to
notify you that the deletion has occurred (Figure 72).

Figure 72

]

@ Recard has been deleted.

E. Close

By clicking the Close button, you will be returned to the Contributions Reporting screen.

F. Print

The Print button is only available on the Employer Cost Factors screen. It allows you to
print a listing of the available Employer Cost Factors.

XIIl. Getting Help

Many of the procedures built into CRA provide messages for conditions encountered during
processing. Warning messages are displayed prior to actions that would dramatically alter the database,
change critical setup parameters or overwrite data files. Warning messages generally provide a description
of the action that will occur. In addition, options are provided to continue or cancel the action as desired.
Informational messages, on the other hand, basically provide information for events that have already
occurred. Some are displayed only to signal the completion of a particular action. Others provide
statistical information accumulated during processing. Occasionally, an intermittent informational message
is displayed, signaling the end of one step while introducing the next. In reviewing Section X, specifically
the description of the Create RSA File procedure, there are several messages that may be encountered
during that process. Responding to all of them may get tiresome, especially after gaining experience with
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CRA. However, they are provided to guide the Create RSA File process and to help ensure the best results
possible while using CRA.

Finally, if an error is encountered while using CRA and all attempts to resolve it have failed, please
record the error message and any other information, such as error numbers or file names, that may be
provided with it. These may be helpful in resolving the problem. Once the error has been recorded, please
call RSA Technical Support at 1-800-214-2158 ext. 154 for assistance.

XIV.Closing the Contributions Reporting Application

Closing CRA is as simple as clicking a button. However, if CRA windows other than the
Contributions Reporting window are open, they must be closed first. Most windows have either a Close or
Exit button that clears the window from the screen once the button is clicked. Practically all windows have
an “X” located in the upper right-hand corner that will also close the window. Either method produces the
same results.

Once the Contributions Reporting window is the only one left visible, check to make sure the
database has been closed. If the database grid is visible, it is still open. Close the database by clicking the
Close Database button. Afterwards, CRA can be terminated by clicking the Exit button. Don’t worry if
the database is accidentally left open when the Exit button is clicked. The Exit procedure automatically
checks the database before CRA is terminated. If it is open, it is properly closed before CRA terminates.
The Contributions Reporting window will be cleared from the screen when the application ends.

XV. Summary

The main purpose of CRA is to automate the process of maintaining Retirement/RSA-1 contributions
and service credits for units. The Contributions Reporting Application User Manual describes most of the
major components required to use CRA. However, there are additional messages that may be encountered
at various times that have not been discussed. These messages are intended to be informative and, for the
most part, relate to events that have or will occur. Error messages may also be displayed when conditions
exist that would cause CRA to function improperly. These usually include technical information, which
may require interpretation by RSA Technical Support personnel. The RSA Technical Support phone
number is also available through the Setup menu under Version Information.
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Addendum A: Certification of Part-Time Employment

Administrative Rule Number 800-2-2.01 adopted by the Employees’ Retirement System under authority
granted by Section 36-27-23(g). Code of Alabama 1975, provides, in part that “Any member of the
Employees’ Retirement Systems who shall assume a position of less than full-time shall continue to be a
member of the Employees’ Retirement System and shall receive creditable service in proportion to the
percent of time he works when compared to the full-time employee.” Also, in accordance with
Administrative Rule Number 800-2-2.02 adopted by the Employees’ Retirement System under authority
granted by Section 26-27-23(g). Code of Alabama 1975, “A person on leave of absence (including
sabbatical) with pay will receive proportional credit based on the amount of pay received in relation of his
full-time salary.”

In order to ensure compliance with the law, please review your monthly contributions reports to confirm
that your reports provide the information necessary to identify and prorate service credits of employees
who do not work full-time or who are not paid their full-time wages for the reporting period.
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Addendum B: ACT #2000-669

ACT #2000-669 — Firefighters, Law Enforcement Officers, and Correctional Officers

This Act provides for the granting of hazardous duty time for service rendered as a firefighter, a law
enforcement officer, or a correctional officer under certain terms and conditions. The following conditions
must be met:

1. The member must be employed as a full-time firefighter and must be certified at a level one minimum
standard certification by the Firefighters Personnel Standards and Education Commission, or;

A full-time law enforcement officer or full-time correctional officer and be certified as such by the
Alabama Peace Officers Standards and Training Commission.

2. The member shall contribute to TRS or ERS six percent (6%) of his or her earnable compensation
beginning January 1, 2001.

3. A member who qualifies under this Act, who has previously qualifying service, may convert that
pervious service to service eligible for the hazardous duty time by paying to the TRS or ERS an
amount equal to one percent (1%) of his or her current annual earnable compensation or previous
year’s annual earnable compensation, whichever is higher. The member will have two (2) years from
January 1, 2001 to have this time documented and the additional payment made. This time may be
converted in increments of five (5) years.

When a member attains eligibility for service or disability benefits, he or she will receive one (1) year of
hazardous duty time for each five (5) years of qualifying service or proportionate credit for periods of less

than five (5) years.

*Please note that this Act does not allow a member to retire earlier than he or she would otherwise be
eligible.
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Addendum C: New Option for RSA-1 Members

RSA-1 is the Section 457 deferred compensation program offered to public officials, employees of the
State of Alabama and employees of any political subdivision thereof. On August 16, 2000, the
PEIRAF/RSA-1 Board voted to allow stocks as a new investment option for members of RSA-1. During
the next 60 days, RSA-1 will be notifying all members regarding the new investment option available for
the 2001 calendar year. The information you review will include the following points:

o The ability to choose between a stock or fixed income investment option through a member election.
e  The election must be made prior to December 15 to be effective January 1 of the following calendar
year.
e  The election can be made only once per year.
e  The election will remain in effect for one calendar year after the election.
e  The election will remain in effect until subsequently revoked by the member; however, as stated above,
the election must remain in effect for a minimum of one calendar year after the election.
e  The election can apply to:
e The entire balance in the member’s account ( The member’s entire account balance can
be transferred between the stock option and fixed income option),
e A percentage of the balance in the member’s account,
o New deferrals (The member can choose that the election apply to New Deferrals Only),
or
e Any combination of the above (Both the balance in the account and new deferrals, or a
percentage of the balance in the account and new deferrals)
e Ifan election is NOT received prior to December 15 each year, the following default provisions will
apply for the subsequent calendar year:
e The member account balance will remain invested in the same manner as the current
calendar year.
e New deferrals will continue to be invested in the same manner as in the current calendar
year.
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Appendix A: Retirement Detail Report

Applies to ERS

Dept.
Code
33

33

33

22
11
22
22
33
11
11
22
11
11
33

Total

Anytown Water Authority (AWA)

ERS - Retirement Contributions Report for the Month Ending November 30, 2000

Div.
Code
1111
1111
1111

1111
1111
2222
2222
2222
1111
1111
1111
1111
1111
2222

Class. Code -
Name

11-Add, Chad
10-Change, Lane
00-Delete, Pete

0l1-Display, Summer
02-Example, Susan
03-Factors, Joey
04-File, Kyle
12-Locate, Kate
00-Record, Linda
0l-Sample, Jimmy
03-Setup, Paula
01-Test, Bob
11-Test, Bob
0l1-Undelete, Mary

Date: November 25, 2000

Retirement Contribution Full-time Partial

SSN October

123-45-6732

123-45-6733103.00
123-45-6731101.00

123-45-672282.
123-45-671292.
123-45-672181.
123-45-673483.
123-45-6734104.00
123-45-671393.
123-45-6711091.
123-45-672484.
123-45-671494.
123-45-6714 34.

123-45-6735

1,042.00
End of Report

00
00
00
00

00
00
00
00
00

November
102.00
128.75

82.00
92.00
81.00
83.00
104.00
93.00
91.00
84.00
94.00
34.00
61.20

$1,129.95

Service
40.00

40.00

40.00

40.00

Service
20.00

42.00

28.00

20.00

Record
Status

Added
Changed
Deleted

Added
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Applies to TRS

School
Code

331111
331111
331111
221111
111111
222222
222222
332222
111111
111111
221111
111111
111111
332222

Tot al

d ass.
Name

11- Chad Add

10- Lane Change
00-Pete Del ete
Di spl ay
02- Susan Exanpl e
03-Joey Factors

01- Sunmer

04-Kyle File

12-Kate Locate
01-Li nda Record
01-Ji my Sanpl e
03- Paul a Set up

11- Bob Test
11- Bob Test

01- Mary Undel ete

Code

Anyt own Water Authority (AWA)

Dat e:

SSN

123-45-6732
123-45-6733
123-45-6731
123-45-6722
123-45-6712
123-45-6721
123-45-6723
123-45-6734
123-45-6713
123-45-6711
123-45-6724
123-45-6714
123-45-6714
123-45-6735

Decenber 25, 2000

Retirement Contribution Full-time Partia
Novenber Decenber Service Service
102. 00 20. 00 10. 00
103. 00 128. 75 20. 00 20. 00
101. 00 101. 00 20. 00 20. 00
82. 00 82. 00 20. 00 22.00
92. 00 92. 00 20. 00 20. 00
81. 00 81. 00 20. 00 20. 00
83. 00 83. 00 20. 00 20. 00
104. 00 104. 00 20. 00 19. 00
93. 00 93. 00 20. 00 20. 00
91. 00 91. 00 20. 00 20. 00
84. 00 84. 00 20. 00 20. 00
34. 00 34. 00 20. 00 10. 00
94. 00 94. 00 20. 00 20. 00
61. 20 20. 00 20. 00

$1, 042. 00 $1, 230. 95

End of Report

TRS — Retirement Contributions Report for the Month Endi ng Decenmber 31, 2000

Record
St at us

Added

Changed
Del et ed

Added
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Appendix B: RSA-1 Detail Report

Applies to ERS, TRS, and RSA-1 Only

Anytown Water Authority (AWA)

Date: December 25, 2000

End of Report

Class RSA-1
Code Name SSN Contribution
01 Linda Record 123-45-6713 50.00-B
01 Bob Test 123-45-6714 55.00-S
01 Summer Display 123-45-6722 70.00-S
04 Kyle File 123-45-6723 83.00-S
03 Paula Setup 123-45-6724 65.00-B
10 Lane Change 123-45-6733 59.00-8
68.00-S
12 Kate Locate 123-45-6734 80.00-B

Total $530.00
$195.00-B
$335.00-S

TRS — RSA-1 Contributions Report for the Month Ending December 31, 2000

RSA-1
Month

12
12
12
12
12
11
12
12
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Applies to ERS and RSA-1 Only (ERS)

Appendix C : Totals

Dept.
Code
11

22

22

33

33

Total

Anytown Water Authority (AWA)

ERS - Total Contributions Report for the Month Ending November 30, 2000

Div.
Code
1111

1111

2222

1111

2222

Unit

Retirement
October
404 .

166.

164.

204.

104.

$1,042.00

00

00

00

00

00

*** Department / Division Totals ***

Contributions

Date:

November

404.

166.

164.

230.

165.

$1,129.

00

00

00

75

20

95

November 25, 2000

RSA-1

Contributions

End of Report

$105
$50
$55

$135

$65.
$70.

$83.
$0.
$83.

$68.
$0.
$68.

$80.
$80.

$0

$471.

$195
$276

.00
.00-B
.00-5

.00
00-B
00-s

00
00-B
00-S

00
00-B
00-s

00
00-B
.00-5

00
.00-B
.00-s

| --Employee Summary--|

Added

0

0

0

1

1

2

Deleted
0

Active
5

13
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Applies to ERS and RSA-1 Only (ERS)

Dept.
Code

Total

Anytown Water Authority (AWA)

ERS - Total Contributions Report for the Month Ending November 30, 2000

Div.
Code
1111

2222

Unit

Retirement
October
774.00

268.00

$1,042.00

Date: November 25, 2000

*** Division Totals ***

Contributions
November
800.75

329.20

$1,129.95

End

RSA-1

Contributions

of Report

$308.
$115.
$193.

$163.
$80.
$83.

$471.
$195.
$276.

00
00-B
00-s

00
00-B
00-s

00
00-B
00-s

| --Employee Summary--|

Added Deleted
1 1
1 0
2 1

Active
9

13
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Applies to ERS and RSA-1 Only (ERS)

Anytown Water Authority (AWA)

ERS — Total Contributions Report for the Month Ending November 30, 2000

Date: November 25, 2000

*** Unit Totals ***

Dept. Div. Retirement Contributions RSA-1 | -—Employee Summary--|
Code Code October November Contributions Added Deleted Active
Total Unit $1,042.00 $1,129.95 $471.00 2 1 13
$195.00-B
$276.00-S

End of Report
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Applies to TRS and RSA-1 Only (TRS)

Anytown Water Authority (AWA)
TRS — Total Contributions Report for the Month Ending December 31, 2000
Date: December 25, 2000
**%* School Totals ***
School Retirement Contributions RSA-1 | --Employee Summary--|
Code November December Contributions Added Deleted Active
111111 $404.00 $404.00 $105.00 0 0 5
$50.00-B
$55.00-S
221111 $166.00 $166.00 $135.00 0 0 2
$65.00-B
$70.00-S
222222 $164.00 $164.00 $83.00 0 0 2
$0.00-B
$83.00-S
331111 $201.00 $331.75 $127.00 1 1 2
$0.00-B
$127.00-3
332222 $104.00 $165.20 $80.00 1 0 2
$80.00-B
$0.00-S
Total Unit $1,042.00 $1,230.95 $530.00 2 1 13
$195.00-B
$335.00-S
End of Report
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Applies to TRS and RSA-1 Only (TRS)

Anytown Water Authority (AWA)

Date: December 25, 2000

*** Unit Totals **%*

School Retirement Contributions RSA-1

Code November December Contributions

Total Unit $1,042.00 $1,230.95 $530.00
$195.00-B
$335.00-S

End of Report

TRS — Total Contributions Report for the Month Ending December 31, 2000

| --Employee Summary--|
Added Deleted Active

2 1

13
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Appendix D: Employee Year-To-Date

Applies to ERS

Anytown Water Authority (AWA)

ERS - Year-To-Date Contributions Report for the Month Ending December 31, 2000

Date: December 25, 2000

Name: Bob Test
SSN: 123-45-6714

Department: 11
Division: 1111
Classification: 01 - Regular State Employee

Contribution Retirement Full-time Partial RSA-1 RSA-1 Record
Month Contribution Service Service Contribution Month Status
Jul 2000 $0.00
Aug 2000 $0.00
Sep 2000 $0.00
Oct 2000 $0.00
Nov 2000 $94.00 20.00 20.00 $55.00-S 11 Added
Dec 2000 $94.00 20.00 20.00 $55.00-S 12
Total $188.00 $110.00
$0.00-B
$110.00-s

Department: 11
Division: 1111
Classification: 11 - Firefighter

Contribution Retirement Full-time Partial RSA-1 RSA-1 Record
Month Contribution Service Service Contribution Month Status
Jul 2000 $0.00
Aug 2000 $0.00
Sep 2000 $0.00
Oct 2000 $0.00
Nov 2000 $34.00 20.00 10.00 $0.00 Added
Dec 2000 $34.00 20.00 10.00 $0.00
Total $68.00 $0.00
$0.00-B
$0.00-s
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Applies to TRS

Anytown Water Authority (AWA)
TRS - Year-To-Date Contributions Report for the Month Ending December 31, 2000
Date: December 25, 2000
Name: Bob Test

SSN: 123-45-6714

School: 111111
Classification: 01 - Teacher

Contribution Retirement Full-time Partial RSA-1 RSA-1 Record
Month Contribution Service Service Contribution Month Status
Jul 2000 $0.00
Aug 2000 $0.00
Sep 2000 $0.00
Oct 2000 $0.00
Nov 2000 $94.00 20.00 20.00 $55.00-S 11 Added
Dec 2000 $94.00 20.00 20.00 $55.00-S 12
Total $188.00 $110.00
$0.00-B
$110.00-s

School: 111111
Classification: 01 - Teacher

Contribution Retirement Full-time Partial RSA-1 RSA-1 Record
Month Contribution Service Service Contribution Month Status
Jul 2000 $0.00
Aug 2000 $0.00
Sep 2000 $0.00
Oct 2000 $0.00
Nov 2000 $34.00 20.00 10.00 $0.00 Added
Dec 2000 $34.00 20.00 10.00 $0.00
Total $68.00 $0.00
$0.00-B
$0.00-S
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Applies to TRS

Anytown Water Authority (AWA)

TRS — Year-To-Date Contributions Report for the Month Ending December 31, 2000

Date: December 25, 2000

Name: Kate Locate
SSN: 123-45-6714

School: 332222
Classification: 12 - Law Enforcement Officer

Contribution Retirement Full-time Partial RSA-1 RSA-1 Record
Month Contribution Service Service Contribution Month Status
Jul 2000 $0.00
Aug 2000 $0.00
Sep 2000 $0.00
Oct 2000 $0.00
Nov 2000 $104.00 20.00 19.00 $80.00-B 11 Added
Dec 2000 $104.00 20.00 19.00 $80.00-B 12
Total $208.00 $160.00
$160.00-B
$0.00-S
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Applies to RSA-1 Only

Anytown Water Authority (AWA)

ERS - Year-To-Date Contributions Report for the Month Ending December 31, 2000

Date: December 25, 2000

Name: Kate Locate
SSN: 123-45-6734

Contribution RSA-1 RSA-1 Record
Month Contribution Month Status
Oct 2000 $0.00
Nov 2000 $80.00-B 11
Dec 2000 $80.00-B 12
Total $160.00
$160.00-B
$0.00-s
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Applies to ERS and TRS

Appendix E: Unit Year-To-Date

Contribution
Month

Jul 2000

Aug 2000

Sep 2000

Oct 2000

Nov 2000

Dec 2000

Anytown Water Authority (AWA)

Retirement
Contribution

$0.00

$0.00

$0.00

$0.00

$1,042.00

$1,230.95

Date: December 25, 2000

*** All Employees ***

RSA-1

Contribution

$0.
$0.
$0.

$0.
$0.
$0.

$0.
$0.
$0.

$0.
$0.
$0.

$403.

$195
$208

$530.

$195
$335

00
00-B
00-s

00
00-B
00-s

00
00-B
00-s

00
00-B
00-s

00
.00-B
.00-s

00
.00-B
.00-s

| -—--Record Status Summary---|
Added Changed Deleted

Blank

0

10

0

12

0

0

TRS — Year-To-Date Contributions Report for the Month Ending December 31, 2000

Total
Active

12

13

Total

$2,272.95

$933.

$390
$543

00
.00-B
.00-s
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Applies to RSA-1 Only

Anytown Water Authority (AWA)

ERS - Year-To-Date Contributions Report for the Month Ending December 31, 2000

Date: December 25, 2000

*** All Employees ***

Contribution RSA-1 | --Record Status--| Total
Month Contribution Blank Deleted Active

Oct 2000 $0.00 0 0 0
$0.00-B
$0.00-S

Nov 2000 $728.00-B 10 0 10
$343.00-B
$385.00-S

Dec 2000 $936.00 13 0 13
$332.00-B
$604.00-5

Total $1,664.00
$175.00-B
$989.00-S
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Appendix F: Remittance Reports

Applies to ERS and TRS

Anytown Water Authority (AWA)

TRS Retirement Contributions and Remittance for December 2000

Employee Retirement Contributions for November 2000:
Less Employee Deletions for December 2000:
Plus Employee Additions for December 2000:

Employee Retirement Contributions for December 2000:

Employer Retirement Contribution at factor 0.5:

Remittance for factor 0.5
for December 2000:

Prepared By: Heather
Phone Number: 222-2222
Report Date: 12/25/2000

$801.
$101.
$61.

00
00
20

$761

$380.

.20

60

$1,141.

80
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Applies to ERS, TRS, and RSA-1 Only

Anytown Water Authority (AWA)

RSA-1 Totals
Payroll Date:
November 30, 2000

December 31, 2000

Total RSA-1 Contributions (all factors)
for December 2000:

Prepared By: Heather
Phone Number: 222-2222
Report Date: 11/21/2000

$59.

$195.
$276.

$530.
$195.
$335.

00
00-B
00-s
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Applies to ERS

Anytown Water Authority (AWA)

ERS Retirement Contributions and Remittance for May 2001

Employee Retirement Contributions for May 2001:
Total Employer Retirement Contributions
Cost of Living Payments for May 2001:
1988 Cost of Living Pmt.: $50.00
1996 Cost of Living Pmt.: $25.00

Total Remittance for May 2001:

Prepared By: Heather
Phone Number: 222-2222
Report Date: 12/1/2000

$1,187.
$710.

$75.

00

50

00

$1,972.

50
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Applies to TRS

Anyt own Water Authority (AWA)

TRS Retirenment Contributions and Renittance for Decenber 2000

Enpl oyee Retirenent Contributions for Decenber 2000: $889. 95
Total Enpl oyer Retirenent Contributions + $477. 16
Total Remittance for Decenber 2000: $1, 367. 11

Prepared By: Heat her
Phone Nunber: 222-2222
Report Date: 11/21/2000
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Add............ 14, 18, 20, 23, 29, 31-33, 40, 47, 64
C

Change........cccoeveeveneeneeeeeen, 28-29, 30-32, 64
Clear.......oovveeeeeeeeeeeee e 18, 30, 38, 51
Clear Current Month .........c..ccceeevieennenne. 38-39
Copy Prior Month...........cccccuenneeee. 39-40, 49, 58
Cost Factor ........ccceeeeevennnns 28, 52-53, 56, 64, 66

Create New Database Procedure ...22, 25, 28-29
D

Delete .............. 20, 26, 33-34, 36-37, 47, 63, 65
M

Maintenance ...........ccocveeeennnee... 21, 28, 43-44, 64
Multi-Unit.....oooveeiiiieieieeceeeeeceeeeenee 16, 19, 31
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Open Database..........ccceeneeee. 22,24, 28-29, 38
S
Save Record.........coovvvvviiiiiiiiiinnnen. 40,42, 47
SetUP ..o 14-22,29-31, 51, 67
T

Tally Remittance.... 27, 39, 41, 44, 52-53, 56-58
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